BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOBTITLE: Assistant Housing Manager
DEPARTNMENT: Housing
DIVISION: Planning and Development

GENERAL DESCRIFTION:

Advanced work in the development, implementation and administration of state and federally funded
housing assistance pregramis designed to bBenefit exiremely low to moderate-income househalds.  Waork
with federal and state regulations regarding administration of housing programs, especially US Department
of Housing and Urban Developmeant (HUD) requirements.

ESSENTIAL 10B FUNCTIONS:

1.

10

11.

12.

Assist the Manager in the daily administration and management of the counly's Housing
Department including implementation of county administrative policies.

Administer and maintain Seclion B Housing Choice Youchers for the county within federal
guidelings.

Perform unit inspections under Housing Quatity Standards and OQuality Control guidelines as

reqguired by HUD.

Gather and prepare documentation and conduct anaual Fair Housing Workshop for lenders,
reaitors, public officials, iandlords and professionals in the community.

Gather information to develop, process and maintain Utilily Allowance Schedultes and Rent
Reasonatleness System throughout the county.

Research and assist in preparing applications for federal, state and private grant and lcan
assistance to benefit the county's housing and community development programs.

implement and administer funded housing programs, incivding the Section & Housing Choice
Voucher Program, the State Houwsing Initiatives Partnership (SHIP) Program and the Community
Development Block Grant {CDBG) Program. This includes all phases of administering the grants.

Prepare and submit annual and five year plans and closeout reports for HUD, including budgets
and cartifications., '

Waintain purges of and open and close Secticn 8 waiting list according to federal guidelines.

QOversee all components of the Section & Housing Choice Veucher program including
implernenting rew rules, regulations and notices as they are enacted.

Ensure housing software company sends corrent undates as required to communicate with HUEB
and continuously comply with new regulations and notices,

Performs al duties necessaﬁ.r i the Managear's absence.



Assistant Housing Manager

13. Reguiar attendance.
[htesse essenbial fol fonoions s ot lr be comslisd 85 a4 complets statement of alf dulies perforned.  Employees wil he required o
porfam olhor job ralaied marginal duties as mqu.lmd} ’

MINIMURM QGUALIFICATIONS:
KNOWE EDGE, SKILLS AND ABILITIES:

« Knowladge of business English, spefiing and plenctiation, n order o prepare documents and
compose lelfers, oin.

Waorking knowtedge of various state and federal hausing grants.

Working knowledge of HUD's anfine secure systems,

Knowledge of office practices and procedures.

Knowledge of mathematlics.

Knowledge of the unit's policies, procedures and practices,

Ability to establish and maintain effective working relationships with employees and the public,
Anility to access, nput ard retrieve information from a computer.

Abitity to communicate using witting, speaking, hearng and visugl skills.

Abiily to lype at the rate of B0 words per minute.

Sidf in the operation of a PC, keyboard and typewriter,

& & & # & & & & & @B

EDUCATION AND EXPERIENGE:
» High school graduation or possession of an accepiable equivalency diploma.
» Three (3} years work experience involving housing programs including the administration, budget
- preparalion and poficies partaining to state and federal housing grands,
» Knowledge of Sechlion 8 Housing Choice Youcher program required,
{8 cornparable amount of Waining, education or expeience mey be substiuted for the above minimum qualfications.)
LICENSES, CERTIFICATIONS OR REGISTRATIONS:

» Valid Florida Driver's License and a driving record accepiable io insurance provider,

ESSENTIAL PHYSICAL SKILLS:

Accepiable vision (with or witholet correction)

Acceptable hearing {with or without correction}

Ability to access file cabinets for filing and retrieval of data,

Ability to sit at a desk and view a display screen for extended periods of time.

ENVIRONMENTAL CONDITIONS:

+ Works inside in an office envitronment and ouiside for field inspeclions of residential units.
Reasonabie accommeodation will be made for otherwise quaidified individuals with a disabifity.

Rev. 310
FLSA Ekempt Stalus



| Pay Range 25

BUARD OF SUMTER COUNTY COMMISSHIONERS

JOB BESCRIPTION
J08 TITLE: Devetopment Coordlinator
DEPARTMENT: Piznning Scrvices
DRASION: Planning and Development

GENRRAL BEICRIFTION:

Highty responsible professional, administrative, e Becheics] work i Adiiisistration snd melaosoiation
of Countys comprehensive plan and fand development oxle. and ewaluzsting amd processing
devetopmeni proposals it confosmeance with Counky comprehensive plan, codes and offier regedstions gf
the Dodiedy aiul applicabbe cliies. Responsiilly inchetes supendsing e siaff of the Planmng Sendces
Eepatment in implementing zoning codes aad fand use podices, pracessing applications for land vse aod
Foniw) changes,  pernis, develpoosrnt_eview i accotence sl sdopted grdingnces gl codes.
Besponsilde far !.mdqci an_.naratlnn and m:manqcmcm for Planning Services Pepartrnent. Eead Siaff
[HETELE, elinatlens dewe wojecls far 3Ee Liredopoien sl Bewioes Cloenenlles,
Erad Sraff member for schedubing ard coondinating develupment prﬁjeds for the E}e'.reiupme:nl Feview
Commities;, Frovides sugnmf o Planming Tacheickars-

County's adopted comprehensive plan, ordinances and mdeq In murdma!mn with 1r|fclrmat|un
Tachnelogy, Lasd Staff member in the implenentation of Division's permitiing scfiware pragean:.

ESSENTIAL JOB FUNCTIGNS:

P Suservises and diveers the slall ol the Maaninge Serviowes Eepuriment includine nersunmel— -
waork schedules, project assionipents, bedpel. and grovices technical poidance when
LLLESSHY, '

Formatted: Bullots and Fusrering ]

+ [ Formatted: indent: Lefe: @27 ]
42 Funclions as a Lead Stall member in consuliations with the public and other govemment agendes - Formatted: Bulls ard St
regaming devetoprment, Frovides infermatian in respanss 1o development Inguirtes, prapasals and { pormattea: gulets and e

; applications, including required aporoval procedisres, pennis, icenses and inspectons,

2.3, Advizes the pubtic regarding various devefopment altematives availabbe withl tha paramaiees of - +—
the Caunty's and dties’, witich are parf of 8 consolidated cityfcounty planning operation,
camgrehensive plieng and devaiopreont codes.

Formintted: Bullets and Numfscring

I 34 Cocrdinates and provides supper when needed withio the Buitding Semvices Depariment in the P '—{m;mam Bullats and suraberlng
perenitting of mm:s_'lerclai, Gitca, bekustial, and rasidentlak sebdlvision dovelopmant. i R L FUVL LI

| 4.8 Advizns aypficants in the preparaiion of applications for develpment approvals. Accepts a-- .'—. -{ Farmattad: Bulkts amvd Wumberlng ]:
applications for comprehensive plan smendmendts, zoning, srbdivision and site plan approvals, aod 0 e T
building permits. Reviews apolications for accuracy snd compietenass. X

| 5.6, Conducts mviews of development spplications for compliance amd consistency with mur:i:.r_aggi
applicable cily codes. Prepares writlen avaluations of development site plans.

| 6.7 Prepares reporis, and fomal remrnmen:ia'tluns an de'.re!npment applications o olher County.ar - = - : Formatbed: Bullets and Mumbaring ]
applleablo wity raviawkg and gpooving autharities. - T R :




Development Coordinaios

il LeR: D.L%"

8 7. - WorksComminates with infarmalion Technatooy and consullants to reladain and aagiim -+~ - - -{?orma!.
aﬁnctwe -oporation of e Divisien's permilling scfiware programaereate-easy ko use inferfaces for { Formarted: Bullets and Nombors
staff: i ——
+ == Farmalled: Indaat: Lefly 013", Haoglng:
5. I6 FReaponsibte for Planning Department website materal cpdates and revisions, and tor AR e
obtaining-are-impemerlng-opshes-ofdulusea-r- D oM S PRS- _ Lm'"’“m Bullets and Nwﬂmg

G480, Comdinates the dwulapmmt Tevicw pmmss by
: i Maintsining records iodlealing the staius of gngning develgpment eojncts (appmovaks
giwen, approvals still required, ete.)
) leforring staff and the puebbic as o work, docements, ete. needed to compleds the
MEETIANY process.
it} Waintzins records of calls and requeests for service from the public.

211, Deyelops and mzinbains hardeopy and oompualer fites of d:—‘-ueinpmml adivillng. Typos

: Bullels and Nmbering )
memes, leters, reparts, summaries and skatisficat tista, - -

: Indents Lol 9.35° i
312, Catculates ek jepubs coadd ipact Res e non-singla-faimily residantiza dowvadopremt aned : Hullets and Mumibering ]
provites suppor to fmpact Fee & Assessment Coerdinalor for fire impack fee calouktion gl T e -l
g R HHEER TR A AR AT T A A A e L e
1313, Seives on commilieas, and beards, #5 aupamnizd, and siends day or night meatlogs, &5~ = —~f Fnru;l:l.ed: Bullals and Maamhbering -j
required. . R :
3114, Bemves a8 Yice-Chaiman of the Development Review Committes, - Fnrnmlmd: Rullifs ared Raariberiag

- {Fﬁm:al‘h&d Bullets and Mwmbering

15. As pecded, procasses payroli and purchasing decursentation for Manning Department. SR [Funnuttqd: Duillcks and Rusnberimg

4316 Fegutar attendance.

: Aullets arich Rolering
[Ftiese assaerial job fupebions are /et o Be conabesd &% & comaie sfalement of 30 dttes panivmed Eniployeess uil be reguirad io R e
Perlorn oliverjb relatar naarabial duliss: 68 ragLinad |

MM AL IFICATIONS:

FHOWEEDGE, SKILLE AND ABILITIES:

«  Comprefensive koorledge of real astata devafoprocnt amf budlding consinaction.

Eutensive knowhedge of Sumder Cournly gnd appblcaiie cllos’ Comprehaensive Plan, Development

Code and departmen! procedures for development aporovaks and permilling.

Comprehensive knowledpe of state and federal regulalions refeted to develomrmant-in the counky.

Knowtedge of telephone efiquetke.

Knowtedge of the rses of computers and office equipment.

SkiHl in byping, fting and records reseanch lechaiqees. -

Abality to be fer, aclul, and impartial in enforcing codes.

Abdlely to read amd interpest constiicon cedos, buitdng and angineerng plans, apecificatons amd

tzpal descriptions. R T

Ability to perform simple and complex zigebraic cafculakions, ’ it :{ Formatbed: Bulles and Kwnbork j

«  Ability o mainiain effective working refaticnships with developers, counky offer employees, S
governen] agencles, st tha gonarat pohile.

«  Abilty to comprehend technical reports and Eans,

*  Abilty to prepase and maintain seorste reoods, dacument review HclerPS avd subroll peeject
FfFPDI'tS




Cevelopment Condinaior

e Adllly 1o vndarstand and foflow oral and written instructions, and to communicate, both orally and in
wrklEreey, [0 & chear, panclso and accurate mannsr

Adifity to fenction za a lead worker.

Adifily to weoek under pressups sndl msel dedlngs.

Aditity to follow through on desigeabed tasks.

Mhifity to input and eetieve infarmation fromre 3 compular

4 F ¥ B

EDUCATION AND EXPERIENCE:

»  Graduation from an accrediled bigh school oF possession of an acceptahe eguivaloncy dipfonsa;
Azsociatos of Bachetor degree prefamed,

s Four (4) yeacs expedonos i responsitie office work

s Twg (2} years axperono: as & Planning Techrician b, or equivalent capaciy.

{A comparshle pmeunt of franing, ducaon or egeienee ey be subslitubed P he b et qualfestiznz.

LICENEES, CERTIFICATIONS OR REGISTRATIONS,

«  Walid Fiorida Driver's 1icense and @ diiving rocord accoptabbe to insrance provider.

ES3ENTIAL PHYSICAL SKILLS:

Aocepizble vision feith orwithaut coreeclom)

Acceptable hearing [with of withaeut cocrectnn}

Abiity to access file cathnets for fillng and retioval of data.

Aty te commuenicate using speech, heading and vision skils.

Abiity to sit 2k 8 desk and view a ciisplay soreen for extonded porods of tinse.
Ability 10 waek at senrce counber for extended peeiods of tine.

4 F ¥ F ¥ ¥

ENVIBONMENTAL CONDITIONS:

Prirnarity wiks |ns|de in an offioe envimnment._Fiell inspegiuns aned sile wissls eeaulied porbodicalyy e o7 f Fotimatbed: Eoat: .r'..r.lal, 10 pt.
-an&nb;—waﬁ:s—mmde—m an office envieonement, with finibed autside dukess " U Eormatted: Tnoents LLRN;-_”I,,WI” ]

‘.- .
3| .58, Tab stops: G347 List tab | Notat 0.7

Reazonable accemmadation will bae mada for olherwize quakfied individuals with a disability. - "'{_F&mélteu' Bullilss ek Ml

FLSA Non-Exemp Stalus

Feviewsd Revised 10104017108




BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: birector of Development Services
DEPARTMENT: Planning and Development
DIVISION: . Planning and Development

GENERAL DESCRIPTION:

Highdy responsible professional, administrative, and technical work in the management and administration
of all activities of the Planning and Development Division.

ESSENTIAL JOB FUNCTIONS:

1.

Administers and carries out the directives and policies of the Counly Administrator and the Board
of County Commissioners.

Supervises and directs the staff of the Planning and Development Division including personnel
work schadules, project assignments, and provides technical guidance when necessary,

Administers and implements Counly’s and applicable cities’, pursuant to interlocal coordination
agreaments, comprehensive plans. Flans, develops and conducts special studies relative to land
use. Performs research and studies to secure or verify needed planning data. Comipies and
maintains current database of statistical and planning data. Correfates a variely of statisticat and
planning daia for various plans, projecis and programs. Analyzes pianning data and projects
developrnent growlh.

Researches and wiites recomimendations for revisions to Land Development Regudations and
amendments ko the Comprehensive Plan,

Assists in the review of development plans, plats, and site pfans. Confers with planning and
huilding staff members, as wefl as other government agencies, private citizens and other

professionals in development matters.

Assists i the preparabion of land use controls, regulations and ordinances that conform with the
county’s and applicable cities', pursuant o interlocat coordination agresments, comprehensive
plans and i the interpretation and implementation of such conlrols to effect development
consistency with the comprehensive plan,

Serves as a recource person concerning growth managerment issues and routinely interacts and
communicates with the general oublic and various interest groups. Expiaing clearly and consisely
rudes and procedures relating to zohing and land use o elecked and appoinied officials, the genersl
public, contrackors and property owners. Prepares wiitlken docliments that convey information clearly
and profossionally.

Seives as County's and applicable cities', pursuant to interlocal coordination agreements,
flondplain manager.

Attends and presents information regarding planming, zoning, and development issueas to the Zoning
& Adjustrnent Board and Board of County Cdmmissioners and applicable city governing or advisory
bodies, pursuant to intergovernmental coordination agregments.



Director of Development Services
10. in case of emergency or crisis situation (hurricane, flood, ete.} position is required to
respond/perform emergency and recovery duties as assigned by immediate supervisor.

11. Serves on commiltees of boards, as appointed. Serves as the Chairman of the Development
Review Committee.

12. Regular attendance including attendance at day and night meelings.

[These essential job funcliong gre ol fo he consliued as a conytieta sfalement of alf dulies performed. Employees will e requiirad
ta perform other folr relafed marginal dufios as reguinad |

MINIMUM QUALIFICATIONS:

KHOWLEDGE, SKILLS AND ABILITIES:

s Knowledpe and experience with comprehensive planning and land development regulations, policies,

rules and statutes to operale at a profictent level.

knowizdge of telephone efiquette.

Knowledge of the uses of a complter and equipiment,

Knowladge and expericenea in the use and implementation of geographic information systems.

Skill in typirsg, filing and records research technigies.

Skill in operating office equipment.

Ahility to acquire sufficient knowledge of the processing of applications for development approval and

nermiting and of devalopmant inspections to operate at a proficient level,

»  Abilily to read sife plans and legal deseriplions, to use a variety of maps and map scales, to interpret
magp dala, and convey that information {o the public

«  Abily to acquire sufficient knowledge of properly legal descriplions and conslruction tenminology,

documents and inspections to operale at a proficient levek

Ahifity to work etfectively with the public.

Abifity to communicate In writing and oratly.

Abifily to work under pressure and meet deadlines

Abiiity i foliow aral and written instructions.

Ability to follow through on designated tasks.

Abiity to access, input and eetrieve information from a computer,

* & ¢ ¥ ¥ @

EDUCATION AND EXPERIENCE:

» DBachelor degree from an accredited four (4} year college or universify in Planning or other related
figlds, insluding but not imited to, Pulilic Administration, Political Science, Econamics, Social
Science, Geography of Environmental Studies. Master degree in one of the above fislds is
prefarred. '

= Four {4} years experence in a responsitle pasition in zoning, planting or a closely related field.

« . One {1} year experience in use of geographical information systems.

» Five {5} years experience in a slipervisory role.

A comparable amount of dratning, edueation or experience may be subsiiluted for the abave reinErmelen: Gila lcations,
LICENSES, CERTIFICATIONS OR REGISTRATIONS:

» Wakd Florida Driver's License and a driving record acceptable o insurance provider.
*  Arnerican nstitute of Cerified Planners (AICP) prefarred. :



Hrector of Development Services

ESSENTIAL PHYSICAL SKILLS:

Acceptable vision (with or without correction)

Acceplable hearing (with or without correction}

Ability to access file cabinets for filing and retrieval of data,

Ability to communicate using speech, hearing and vision skilis.

Ability 1o sit at a desk and view a display screan for extended periods of time,
Akility to enter data ink g computer. '
Abifity to work at service counter for extended pericds of fime.

ENVIRONMENTAL CONDITIONS;

Works inside in an office environment. Fisld inspections and site visits required pericdicaliy.

Reasonable accemmodation will be made for otherwise quailfied individuals with a disahility.

FLSA Exempt Status

Ravised 1071/10



BOARD OF SUMTER CCLUNTY COMMISSIONERS
JOB DESCRIPTION

JOB TITLE: Financiat Services Manager
DEPARTMENT: . Financia$ Services Department
DIVISION: Support Services

GENERAL DESCRIPTION:

Highly responsible administrative position serving as an advisor on County financial matters. Responsible for
managing various Bnancial components of the County including impact fees and assessments, grants,
agreemants, purchasing activities and preparing, monitaring, and analyzing the county annual operating and
capital budgets. This position requires judagment, confidentiakity, excellent communicalion and organizational skills.
Waorks closely with Human Resources, County Finance and other county departments.

ESSENTIAL JOB FUNCTIONS:

1. Daily administration and managemeint of the Financial Services Depariiment including implementation of
hudget and purchasing policies and procedures. Supervises the preparation and presentalion of the annual
aperating and capital improvement program budgets. Coordinates development of the counly’s five year
Capital Improvements Plan as it relates to long range financial requirements and funding sources, as well as
the inclusion in the depariment's budgel. Acks as Systerns Administrator for the budget soflware,

2. Supervises Financial Services staff and programs.

3. Develops poficies and procedures for the efficient adminisiration of the County's financial functions.
Maonitors Federal, State and Local laws, rules and regulations governing local government budgets and
' purchasing requiremearnts. Recommends sirategies o ensure compliance. Respansible for TRIM
compliance.

4. Serves as fiscal consultant for the Departmenfi—leads and Division Birectors, Assists in analyzing
anticipated revenues, expenditures, and olher dala to ensure development of a balanced budget.

h Administers the Communily Redevelopment Agency program, inchuding review of kax rolls, attending Clly
Council meetings as required and processing and approving payments,

6. Prepares varous financial analyses, forecasts and reporis, including but not limited to, mondoring tems of
oparating budget, revenues and expenditures, contral of personnel, petdformance measures, periodic
statistical reporls, capitat and aperating expenses to aid in long range planning and increasing the efficiency
af county operations.

7. Oversees bids and proposal process,

. Owversees Iinpact Fees and Assessments Programs and works with staff in developing necessary
assessment rofs.

4. Prepares and presenis orad and wrilten presanlations to the Board of County Cominissioners, County
Administrator, Divisions and generad public as directed. ' '

10. Oversees the administrative Rinctions of the Towist Developmeant Council including providing the noticing,
minules, review of finances, grant review and recommendations fo the TDC,

i1, in case of emergency or crisis situalion (hurricane, flood, efc) position is required to respand/perform
etnergency and recovery duties as assigned by immediate supervisor.

12. Regular atiendance.

{These essenficl job funchons are not 1o be comstued as a complete stalement of alf duties performead.
Ernploveses will be required 1o perform other job relaled marginal dutios as reguired.]



Financial Services Manager

MINIMUM QUAL IFICATIONS:

HKNOWLEDGE, SKILLS AND ABILITIES:

4 & & w # @

Thorough knowledge of county govarniment functions and arganization.

Thorough knowledge of business English, spefling, and punchiation.

Abfiity o ulibze mathemalical formulas; o add, suitract, muliphy and divide numbers o determineg
percentages and decimals, 1o analyze statistical data.

Abifity 1o read andfor prepare a variety of forms and documents including budget requests, various hudget-
refated repors, ete., using proper format,

Abilly to establish and maintain good working relationships with government officiats, division directors,
department heads, empioyees, business professionals and e general public.

Ability to utilize tact and diplomacy to deal effectively with the general public and feflow employees.

Ability to communicate effectively both orally and in writing.

Ability to inderstand and follow complex polices, laws, and directives.

Abdfity to work efficienily and accurately in an atmosphere of frequent interruptions.

Ability 1o remain calm in slressful situations.

Abliity to access, input, and reliieve information from a computer using Microsoft Word and Excet and
ather programs wsed for budget and purchasing.

EDUCATION AND EXPERIENGE:

Graduation from an accradited four (4) vear college or aniversity wilh 2 Bachelor's Degree in Finance,
Accounting, Public Administration, Business Administration or a closely refated field.

Five {5} years progressively responsible experience in the field of governmental hudgeling and purchasing.
Thiee {3} vears experience in a supervisory role.

{f comparable amount of Irammg education or expsrnenca may ke substituled for the above minimum: qualifications.)

LICENSES, CERTIFIGATIGNE OR REGISTRATIONS:

Valid Florida Driver's License and a driviiig record acceptable to insurance providar,

ESSENTIAL PHYSICAL SKILLS:

Aecepiable vision {with or withowt correction
Accepiable hearing {with or without correction)

- Ability ko sit at & desk and view a display screen for extended pericds of time,

Adbitity o enler and retrieve data from a computer at a prescribed rate of speed,
dMust be able to communicale using speach, hearing, and vision skills,

ENVIRONMENTAL CONDITIONS:

inside in an office environment.
Waorks ciosely with others.

Reasonable accommaodation will be made for otherwise qualified individuals with a disabilty.

FLSA Exempt Status

Reviewsad 10M1730



BOARD CF SUIMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Financial Services Support Specialist
DEPARTMENT: Financial Services Depariment
DIVISION: Support Sarvices

GENERAL. DESCRiPTION:

Specializad work involved in the provision of a wide range of financial administrative suppaort functions
within the Financial Services Depaitment. Assists with the annual budget preparation and daily functions
including accounts payable, coniracts, grants and purchasing. This position requires judgment,
confidentiality, excelient communication and organizational skifls.  Works closely with internal
departments, ocutside agencies and the public.

ESSENTIAL JOB FUNCTIONS;

1.

0.

11

12.

Pregares budget and purchasing change orders, hids, guotes, requisitions and purchase orders,

Processes financial transactions, purchase requisilionsforders and invoices.

Assists in coordinating the budget and purchasing functions including budget preparation, agenda

review and other related projects.
Asgists in the preparation of daily and monthly batance reports.

Assists in developing policies, procedures and programs lo promote efiicient and effective
financial services operations.

Crevelops spreadsheets and databases for tracking of accounts payable and purchasing records.

Conducts research, compiles facts, analyzes dala, develops recominendations, observalions or
symmaries and submits written and oral reports as directed.

Agsists in preparation and delivery of oral and written presentiations to the Counly staff and otier
groups as directed,

Works closely with tﬁe staff in designing various reports incltding the Annual Report, Annual
Budget, County Administrator's Annual Budget Letter and various web-Hased repors,

Assists in the bid process as necéssary.

in case of emergency or crisis siuation {hurricané, flood, etc.) position is required to
respondfpariorm recovery duties as assigned by nmmediate supervisor.

Regular attendance.

{These asserlial job funclions are mot fo be constued as & comnfele stalernent of G thilles performed. Employees wilf be reqgtired

b performi abher fob refaled marginal dulies as requesied.}

s,



Financial Senvices Support Speciafist

MINIUM QUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

v Knowledge of the rules, regutations and pracedures of the assigned unit.

» Abiity to read and/or prepare a variety of forms and documents including budget requeete various
budget-relatad reports, atc., using proper fonmat.

»  AbiEly to Wtilize mathernatical formulas, to add, sublract, multiply and divide nombers; to determine

percentages and decimals, to analyze siatistical data. '

Ability to communicate effectively both verbatly and in writing

Ability to work with people within the arganization.

Aty to review, classily, categorize, pricritize, andior analyze data andfor information.

Ability to infarpret insbructions fumished iy written, aral, diagramenatic, or schedute forrm.

Abtlity fo exercise independent judgment, decisiveness and creativity to adopt or modify rmethods and

standards to meet variations in assigned objectives.

+  Ability t0 access, input, and refrieve information from a eemputer using Microsoft Word and Excet and
other programs used for in the Financiad Senvices Departmant.
Ability to utilize a wite vanety of reference, descriptive, andfor advisory data and information.
Ability 1o be inatructed.

" 5 % & @

EDUCATION AND EXPERIENCE:

» Graduation from an accredited high school of possession of an acceptable equivalency diploma.
v Two {2} years of related experience, preferably in government,

{A comparable amount of teaining, edugation or exparlanega may bo substituted far the above minimum qualifications)
LICENSES, CERTIFICATIONS DR REGISTRATIONS:

s Valid Florida Driver's License and a driving record acceptable to insutrance provider.

ESSENTIAL PHYSICAL SKILLS:

Acceptable vision (with or wilhout correction).

Acceptable hearing {with or without cormection}.

Ability to operate a computer.

Abitity 10 access file cabinets far filing and rebrieval of data.

Abitity to sit at a desk and view a display screen for extended periods of time.
Abifity to answer telephone and provide information.

ENVIRONMENTAL CO NDi-TiCI NS:

« Inside in an office environment.
»  Warks closely with others.

Reasonable accommodation will bo made for otherwise qualified individuals with a disability.

FLSA Moh - Exempt Stalus-

Reviewed 10/H 2010



BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: GiE Coondinator
CEPARTMENT: Pilanning_Services and Developmam
CIVISION: Filanring and Developinant Serdeoe
GENERAL DESCRIPTIAN:

Coordinate, Impleanent, supenvize and administer the County's Geograpiis infoemation Systems (GIS)
sechign, deparbment;

ESSENTIAL JOB FUNCTIONS:

1. Establish and maintaing dalabases for the GloSesgraphie-Rfemraten-systoms; research and
intorpnots infermation and material needed for IS datahases. Revlaw zli data for accuracy and
ualily cantrel; creates, updaies and maintains infomaation in GIS fornat, Creates ae
hWmanages database infommation dncloding, 2o oot Bmibed 1o, 911 addresses, street names and
remdeelienes, geiterat infrastructune annexattons, boundsrbes, parost ndocraatlon, amcogonoy
seevices-aanes, ciivirohmiental features, sagio econontic and popalalien date, Qe o psa
and zoning.

2. Eesign and devalop seever data struchires to create standards for server and woikstations
confeguration. Perdonm dataiase adminlstration dufios; nlegeates GIS databases with mullipie
layers; creates linkages of GIS maps Hestutiibates to variols databases, Foview ali new and
reclurislated data for accuracy, integrity and applicability for querying dalahagses bo acquice
requested infonmation amkb repacts.

3. Meet, consilt and advise wath Céuﬂt‘y perscnet, departments, [0cal agendes and other
argamizaiona for the purpese of discussing sl GES data issees, projects and operaions.

4. Coordinate and implemtcnt GIS services for applicabie CI!IES pursuant i intergoeyve renerets —-- -{ mealled: Bulle1.-. and Numhemg a }
coordinaton agreeragts. LT e -

4,5 Hetrieves, processss and anabyres arshive-spatial data.

&5 Designs, devetops and maintains GiS production sohedules. Manages and imaritors projoct - - —-{ Formuatted: Bullets and wumbenng
pronress b ensure dnsoly completion of projects. T

&7 Deslgh, dovelop and mainiain website based GIS information, As well as ensaring that e - ——-[ anlz.ltl‘.ed: Bulleqs anc.l I::Ju.mbe.rlr.jg _ _]
wehsie inforemaicn is acilrate, up-Sn-date and functional. DR RN P

T Besponsibla fer confract campliancs for condracts irvaling SIS, - ——-[ m'r'u'ﬁ'tt'e&: Bullets a'ru:i Numl:;!lmg o __]
#.8. Coordinate am:r siEpenvise assigned CES sleff and depar!anefa!-cialty aprations. —-- -[ Farmatted: Bullsts and Numbering — ]

' Muéls FPetermiine budgetany reguiremants for G5 technology and fong tern plannicg related to - [ rurmamd Bullats and Numberm : ]
3044, Maintain and review knowledge of currend tremcs and devalapment in the goagraphic . 4 - —-[ Formatter: Bullets and lumbering |

irforenzdinn systaros: finld for appilmtmn o dulies sesigned. Provide training for stk o the ese of
G5 technology.

12, 40 coge gf Brieraeroy g cresis siteation thardcane, figod, efc.y position is requined - {m:nmm; BrRels arwd Nl.lmbering. T ]
eespondipericmy emergancy and seenvey dulivs as ssslpred Ly inediste supcrisor. AR Trmmmmmmmr L

- -| Formalled: Tedeat: Gedl: 025" ]




GIS Coordinator

13, Seves on comeristees of boards, 23 anpointed, and aliends day oF night meelings as regquired.  —- —-{mrmaued Bodets and Numbe:lrs;

14. Respansibie for payroll and purchasing. irttp fior Gl 5.

3115, Feguiar afendance,

frlipse easaeltal job fntions s A i e corsiead &5 complei stalement of alf dulies pedproed. Cmiplayaes will e fopared o
PEfonn Hher fob relatad margingl duties 35 raguigd

ML GLALIFICATIONS:
KNOWE EDGE, SKILLS AND ABILITIES:

-

Knowledge of varions commplter platfooms (hindows, Masiatosh-LIWIE, LEMUEK, eto. )

Tharough knowledge of e principles, practices and techniguos of infanwation dechnclogy as
refated to e GIS funcans and dalaiase menagersnd.

Proficicnt in GIS administration, syatem inlegeation, and the sppicaton ¢f alk aajoer idustey
standand G5 apofications for the digitizing, storage, refrieval, maniputabon ark prasentation of
spalial and tabufar data,

Abiliby ko write repons, business corespandance, pelleles, pracedire manuals, specifications and
pragaamts.

Abiiey 10 effioctively present informalion and respond to questions, inguiies, and comptalnls from
TS, IS0, redulaions agences and the geneeal public.

Ahility ko pead, analyse and comprehand common technics! joumals.

Abtlity b work, wilh and apply mathematical concepts such as probabiliby and stakisticat
ienptications, frciion, percentages, ratioe and propontions and fundamnn!als of plane and solid
geometry and gonometry to praclicat situations.,

AbiElly 40 Briorprat an estensive vardely of technical instneciions in mathermatical or diagraem fams
2na cankend with 12 abstracl and conorntn vanabios

Ahility 1o funclion independenty a5 an axpoi I madiers of specialized code. nuies, pofcy,
analysis and complex scientific or kechnfcsl syslems,

ARty 10 arganize, schedule, coordinate and review fhe wark of subisidinale tochnlcizns.

Abiliey 10 manage material, analyze & wide range of informatien and dewatop appmpflasc
gminkstrative aconmendations.

Abdlify 10 frdtiste & eamrk agpraac to the job by coardinating with others and considering e
entire organizaions gosls.

EDUCATION AND EXPERIENGE:”

Aachetors degree in GIS. Geography, Compuler Scienoe, of chosaly related fwrld.
Elvg {5} yoars cxporichos i G18 § information Technoiogy implementation aad admindsieation.
Thras (3] yoars Suporvisony eXpeEnsnce.

A comparabbe amount of gaining. eduction o expruiewee iay be swhsbibtaled ey Lhe stava MELNET Gualiicedons.]

LICENS3ES, ﬁERTiFJﬂATJDNS Of REGISTRATICHNS:

L4

Valid Florda Driver's License and 3 driving fecaed soeeplalie to swrance provider.

ESSENTIAL PHYSICAL SKILLS:

Aecepiable vision fwith or withost correction)

Aceepiable hoearing (with or without oomeection)

Ablity to cormenunicate using speech, Teadng and vision skEls,

AtrilEy to erber and roieoyve dala fromi 8 compoder at a prescribed rate of speed.
Mt be abbe ko st et view conputer display sereens for extended perods of time,

-+

'{ ﬁ:lrmamad Huﬂ'els ard Numbesing

;

-1 Formatbod: Btii‘ch- i:mi Muibaring B




GI5 Cogidinalor
ENVIRONMENTAL CONDITIONS:

1 !—"rs'm:érilyl wraeks inside i an office environmant it close promity io ofhers, with Braided golside
gulies

Reazonalle accammadation will bo made for otherwise qualified individuals with a dizabilily.

f FLSA Mon Exempt States

E Haviewed 40447100




BOARD OF SUMTER COUNTY COMMISSIONERS
JOB DESCRIPTION

POSITION TITLE: GFS Technician

| DEPARTMEMNT: Planning Secvices-and-Bovelagront
| DIviERON: Ptanpnig and Dovolopment Services

GENERAL DESCRIPTION:

Data entry, processing, and analysis position whichthat clifizes the cocnty's Geographic nfarmation
Systam {GI5) and varous athar data systoms and p&npht-.m! equipneent. Willaesietin-data-anlry-data
checking, and azsigning officisl addresses;

ESSENTIAE JOB FUNCTIONS:

1. Enter dsta inio tabutar dalabases using interactive data endry togts and Sacel,

2. Ageist the GES-slaf-in enhencing, expandiag, and develepiog ihe GlEGeqnplislniamation
System.

FHluliooe alon-inchaie b : : =
{using ESRike-MAralNED, - and ArcVIEW sui‘h'mre prt:lduc!s} efc.

{metteu Bullets g1l Bundbcringg

| LMiorks vaith aerial phiotegraphy- 4-;" 1 !:';?rf:.taned. Indent: 1edt: 0.13°

AL . . ) . -‘{_meuu!: Buillots arud Huinhisisg

3. Baintain databases for Gis; rescarch, analyze and interpred infmation and material needed for +- - L_--_[ - -
3 v all it for ancuracy sod guallly control? craates, updates and maintaing information | Farmatted: Sullets and Numbering
in GIS fommal, Ceeales snd managas. (IS infammatinn.incurd nogt linited t, 811 addressas e

stroct names and centerfines, general infrastruchare, hovndaries, parcet infuemalion, emergency.

services, envinanmpenizl eabre ALy~ IEATHE 2e1 sesberidesr ¢, Tbura Erad wse, and
zoning.,
a-hesiste-dailyin-data-aatae-date checking.- assigning official-addresses;-.and olher miscellaneaus
kasks: "

7 7 7| Foerostisbeal; Tnckenk: Lotk: 0,137, Tanging:
.| 0285 Humtered & bewsls 1+ Mesmbertng

| Slylen 5,3, 30+ ark Al b+ Miggsentz e
| & Aligned at: 013" + Eab afer: 4.5 + indent
<] Al 057, Tah shops: 3ok al 0.57

| Farmatteds Sullts and Humbering ]

H Formatted: dumbered + Level: 1 +
3| Mumibecriege Byies 1, 2, 3, .+ Shertad B+

4. fAg assigned, completes projects relaled to OIS dats development and analysis.

|  B:&.Anaiyzes legal descriptions for dghtolaay, easenents and olher siirveyed gropedy. Chacks
deeds and icates land by section, township and range, far menership of propedy or dedicalions o
thio Colrdy.

6. Provide SIS sendoas for applicable cities pursuant to intergovemmentsl coordination

| Algnmess: Lefe | Aligned &t 9.23° - Tab
7. Serves as backup ko GI5 Coordinator in his absence. ., }\ alters O + Tackent at; 0.5
*x | Formatted: Bulets and Numbering |
8. Frovide sssistance to G5 Cuurdmatur in the  processing of paynglk and pechasng desueeniation - \[meed wuillats and b g ]
for GES. -
: '{ Ferrmeatted: Bullcts and Nulebaorig ]
| 28 Regular attendance. - _—' [ Formtatted: Bullts and Numbenng |

[These crxrnbm jof fecors pre oeh fo I cosksteontd a5 carkefefe shafeenart oF 3 delies pesforriad. Enoiopess i e FEQMH";?JDG
porfamy siher joh melnde marginaf dhfies a5 radgereed ] .

TALMERALIRG LIUALIFICATIONS:




GES Technician

ENOWLEDGE, SKIELE AND ABILITIES:

Knawledge of the uses of compufens and relsted eqguinment, and olher office equipmeni.

Knoviledge af and abity lo operate GIS software (ES Archlap and refated sofware). == { Farimaited: Bieis and foeiering )

Skilk in Byping. fiing, and records research techniques.

Competance with MS OFice Word, Excel, Accass), familianty with computer hardware, and

] knawkedgo of aperating systems-fdtindews-REHR000T

Ability to road and intarpral legal dascriptlans.

1 o Ahiliby 1o meadnkzin eeckive working redaterships with coundy empioyess, govenmrment agercies,
and geners] pubiic,

L I

+  Abiity to work independently and to wark within a team envicnmment.
«  Proficiency in mathemalics and data conversion.

«  Abiity o follow rough on designaled tasks.

«  Ability 40 access, input, and relfrieve infomation from 2 computer.
EQUCATION AND EXPERIENCE:

+ Gradiation from an accredited high schook or possesston of an acooptabie ogquivalonsy Glakota.
¢ Three (3) yoars of genocal clarlcal expereanca wWith somplier use.

LICENSES, CERTIFICATIONS OR REGISTRATIONS:
v Val¥l Florida Driver's License ad a deiving recard zcecptable b insuranoe provide.
ESSENT, c KILLS:

Accoptalie vislon (Wit o withasd cormciio)

Acoepiatde heariog {ailh or wilitod ooreection)

Bolbaest toer bl By acooass fibe oabibrieds for Akng o retdeval of data,

Bt e bl By st Angd wlew corgeter display sereens for extended peripds of bme,

ENVIRONMENTAL CONDITIONS:

«  Ehirnarily works insde in a0 affice environment, with limited culside dulies in close prosdmity to
oifiers.
Reasanabls accommuadation wiil be made for otherwise qualified individuals with a disability.

FL5A Non-Exempt Status

| Reviewed 13d/1/105



JOBTITLE: Housing Assistant |

DEPARTMENT: Houskg

EIYESION: Commnunily SerdessPlanning aved Davelopentt
GENERAE DESCRIPTION:

BOARD OF SUMTER COUNTY COMMISEIONERS
JOB DESCRIPTION

Extenghe contact with the gublic,  Advarcad gleical work That is perfmaed i accordsnoe with faderal
remudetions, staln stalutes, tocal ordinances and other guidelides that perain o cach holesing grand.

ESSENTIAL JOB FUNCTONS:
1.

&

B.
a.
40. Creates armf mainkalng officn seppby inventory.

:!i. Completes puschase orders, requisions and monthly bank casd purdikse recendcliations.

12, Cotor of payenents i podgane dalabass s ansers it matches with Fingncs igends,

Cireets pubilis, answer lelephones, and provide general isdormaticn an retgrast.

Preqaras; hands oul ard takes in applications for e vaniaus hausing pragrams and perfom interims,
recertificatians and other appoiniments a3 needed,

Bdislentading lisds, verifying verify data, and keeping haodolds i stock.
Prapares and maintzis fles by proper cofor cote and checklists for each of the housing pragrams.

Winniters facort retantlon, make kogs anﬁ'dispﬂsea af recards a5 necessEy-

Wioeks closcly with tenders snd dosing agenls 10 c':::mmnm dawm payment and dosing oosls
azsisiznoe as equired by stalute.

penuared Hme frames.
Recards and transcribes mirutes from vanious boosing mectings and bl openings as neaded.

Prepares schedule ard cardiefor manthty | 103 inspecticos.

ELR XY hEaaretains aofive weekly cabendar of employee's a&hrities for Housing Manager.

1314, Fiegular attendance. ¢ { Pormntted: Bules andbnbeeig )

[These eadantisl fob finctians are pod (o be constmeed 3% 4 conplede slalenen of @) ditas pentymed. Employoes vill be equired fo
perfrst nter fob refated Manpins Sutias as el :




 Hotezlng Asslstant 2

MERINELIBA CILIAL IFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

HEnowicdgo of tho rules, regulations amd procedures of the assigned unil
Knowdedga of busiess Englistr and speling.
Knonadedga of athamatios.
Knewdedge of affice practices and procedasas,
Abiifely 20 bype at rale of 35 wards per minube.
ARility t9 Access, mpul snd refieve inlormation o 2 word (OCSSOF O SAnIpILE.
Ability 4o Access e cabinets for Ao and retriaval of data.
Abify 1o srswer telephanes arsd prowitks larmetion ke de public.
_Ability 40 work independentty,

EOUCATION AMD EXPERIENCE:

=  Craduation from an aooredited high schodl or possegsion of an acoentable equivaleacy digboma.
= Twa (2} years of general clercal expetenoe,
=~ Federal and Stale housing program expetience prefemad,

1A s perabés emount of traking, adusstlon o speiance may be sEbsiued for the abovo minevwm alficakans.)

LICENSES, CERTIFICATIONS OR REGISTRATIONS;
»  Valid Florda Deivers License and 2 drving record acoepiable to insurance provider.

ESSENTIAL PHYSICAL SKILLS:

Arcotable viskon fwith or without comecton}

Aeentatile bezmirg fuilh or wiloul comechug

Abailely 0 carananicate araby.

Ahility 1o 56 af & desk and view a dlsplzy sorean for axdended perdads of B

EMVIROHMENTAL COMDITIONS:

Wk insitde i 20 office ensemrmenl

Reasonabie accomiodation wiit be made for othorwize quaBfed ndividieais with a disabliity.

FLSA Mon-Exempt Status
| Reviewsd {0rA0Revised H0HAD




BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
| J0BTIELE; Haoustng Sesybses-Managor
DEPARTHMENT Housing
| DavIsICH; Comnriy-SenvisesPanning ad Doy eEopinent
GENERAL DESCRIPTION,

Heghly responsible work in the development, implementztion, gad admiclstration of state and fedeeally
funded hosing asslstanco programs designed to benefil very low o moderate-income households.
higdntain wp o date budgels for oach prograen within requined federal, siate, and locad guedelines.

ESSENTIAL IO8 FUNCTIONS:

| 1.

Admzinisters, oversees, and coordingles operations ard actvliies of the SHIP (Giale Housing
Enitiatives Panacrahipy Pregram, COBG (Communily Beveloprasnt Hieok Granl) Progam and tha
HLH {Heusing ard Evban Doveloprent} Section 8 Housing Choice Youwcher Program, easltng
comphance with applicatble regulations, stalins, standaeds, amd guidelines. This includes sl
phases of geant adminiskeatian,

Wriles and maintains local Housing Adminisiratve Pian for operatione] pracicas and cpdato
policy aruk procaduros maneals for HUO, SEIP, and CORG progeams.

Maintzins fscat and program compliaoce for sach howslng program, incuding aonual and
rAvanoll mpaits acconding to federal and state regukations.

Maintzing and updates YasheMegmanstethe fldusian obligotions of e dilffeient houstng
Qranis by reviening, sporovi-rdremksng-e o pendibiees-fareash-hetsing-pregramsovien

-Zppiove, and monior all axeendidures for each housing grogian By ersure adminisiestive and

prapgean furnky ane cxpended 85 required For each Erane

Frepares anaual Secton 8, CHBG, and SHIP budgets for beth county amd state or federal offices.

Parfpnms | lausing Coakly Control inspocBonsStandards and Qualdy Conlrab wpspuuliong o
Secion B and retablitatian and new censtiruction inspectons for SHIR and COBG a2 requirad,

Frepnmos-oncd fosolvesResalve complzinis fror tenaots, Tardionds, orwaees, and conteactors.

- Responds b sudid s monitodng indings for all housing programs.

Conducts saff meetings, Irains and evsisates emgploves perfpamance, appravos absoneoos,
engures aoouracy of Emio shooks, and coardinates adequate office and progeadm caversge.,

. Bevolops and implements wiitten and orad presentations and repaets for Mo Board of Counby

' it

Comemissionors, ohor government officials, HUD, DOA, Florida Housing Fionance Carporation,
COMUTURiYyY baged organizatiens, and goneal public.

Jnwostigates and submits applications for new programs and Runding syaitabifiies For e county,

anid vk wilhe vyt agensies- throdghss e counky o




Housing Seivices Manager

1112, Work with veariggs ggendies thiooobiost the courdy to asskst as many indbdduosls 85 pos “:Ihlf"‘—— -

anit e combined fooding in the most eHicient manner assist as many indisiluals a5 possdte aod

Hes-cedbinod-fuding-in-the-mos st efficient manner,

| 1213, Maintains inventony of counly owned preparties solabie for wse for alfordabdo howsing or athers
camenunity devaiepment as required by statute.

| . 1314, Regular sttendanee.

[Fhete gurralial ol for oS are rod o 0 eoaeiued &2 4 fompats sialaeeal o o adutes pedfomad. Emmoyans vl ba
recpenasad b el oier ol refaled mevgiral dittes as requirad.f

MENIAUN CUALIFICATIONS,
MNOWLERGE, SKILLS, AND ABILITIES

v  Knowtedge of mecord keeping systems, geners roath, business Ergllsh, spafling, and pordinent

technical wocabulary.
| v Krawdodge of federal, state. and locat gmlernrﬂeni and peivate housing and communily devetepment
aaaialanca pragrams.

v eneral knowtsdgo of housing and communiy development, incleding development procedisres,
technigues art finarcing.

o Ceneral knowtedae of Btlting plans, constroction, and codos.

+«  Knowiedge of counky administeallve patlcles and pocadiencs.

«  Abiliy to administes grant pragrams In accordanco with appiicabie requirements, inciwding the ability
to understand and execuls moderately complies orak and wilien requiremands.

*  Ability to conceive, plan, and partlcipates in resesra) and pdanndrg projects. -

| = Abity to analyze and interpret complex duts, statisfics, graphs, st basle research methads o -
pregen! infermation, ideas, and recommendations clearly snd sueingiiy in wrilbae and aral fanan.

+  Abllity o comnunicate effechively and coureously with housing aed Gamecily developman
pravidars, agenslos, graups, tenants, landlords, homeewners, confractors, and the general public m
establishlng ad stairtalnlng an effective working retalionship.

v by b exerclse cansidorable mnifialive and independent, sowrnd judgment. The ability b0 work with
MEinimum supervision o accomplish assigned dutles.

o Ability 0 mainigin prograa aceauating system and o plan dsbersoment of program fonds 0

. accordance vath aporoved schedubes.

v - Considerabbe kil in $he operation of computers and other office machines,

EDUCATION AND EXPERIENCE:

o CiraduaBion foor an aocracdibed tigh schoof or possossion of 2 acceptable couivalancy diploma.

«  Four (4) years experience in bousing assislance progeams, afordable housing dolivery programs,
housing rehabilitalion, or equivalenl corebination ¢f reladed Irainlog and egadlance. Exporlcnca 0
htising fnancing o fnance leveraging ai ihe local bevek preferred.

A comparabia smedint of imining, cdecalion or caprdence may Le sunsliil forr Buss s sninun, gualiications.)

LICENSES, CERTIFICATIONS OR REGESTRATIONS:

+  Walid Florida Driver's License and a driving recond accepiable o liesteraicss: pervela.

ESSENTIAL PHYSICAL SKILLS;

v Anceptaihe vison dvith or without comaction}
v Acceptabir hearlng fwtth or withowt cemecton}
v Abdliby b ype at cabe of BO words per minute acouratehy.

'{ Furmatted Hulla‘s and H -

'.i Formaltted: Hullers.éll.'lﬁ Nu:ﬁ?erh'lg




Hu'l.ssing Services Manager

Adility fa access file cabinets for fimg and setieval of data.

Ability b commenicate wsing speech, hearng and vision skiks.

Ability to =it al & desk and views & display screen for extended pertods of fine.
Ability o operate a compueter and other office raachines.

ENVIRONMENTAL SONDITIONS:

s VWorka ingide in an office envronment and oukside for fekf inspections of residentiat unils,

Reasonable agcommodation will he made for otherwise qualified individuals with a disability.

FLSA Exempt Status
b Roviewod-108Rodsad 10/4Ha




BOARD QF SUMTER GRUNTY COMMISSIONERS

JO8 DEECRIPTION
JOBTITLE: ~ . Impact Fees and Assessmant Programs Coordinator
| DEPARTMENT: Cerinty AdministratienFinancisl Sarvices
DIVESION: Support Barvicas

GEMERAL CRIPTION:

Highty responsitde adominiatrative; staff assistanlposition, providing cosdination of servlens mlated o and

publiccertacl work in providing §iHonseHigr—snd-serdeas—raganding AszesAscressment and fopact Feas .

FIBOL S,

ESSENTIAL JIE FUNCTIONS:

1. Fuockions as Haison botween Gounty staff, Comenissionaes, constdtants, Elected Oficials’ $talf,
and puhlic regading Assessmonl and impact Fees programs.

2, Revlews and calcelates appropriste assesament and nprac foas for residentiab @and commercial
busitdinga.

3 Mordtovs raguast for waiver of assessment and impact fees,

4. Reviews and makes recommiendations to tha Boaed of County Commissioners for credits,

refratas, ansfors, and refunds.

L3 Assist lnformakion Techrelogy wilh wpdatng Bulding Senices pemit fee programs wien fee
suthilighs or changes are irpiementerd by the Board of Cownty Comimlsglonens.

G. Provides pubiic inforemation relating to the assessment and impact programs for the Swmter
Coely's weahslio.

Y. Warks with the public bo resolve meere difficalt prabioms ar gucstions refaling to assessmenls il
ieTeracy fegs.

£ Prepare annuai assessment tax rallis) in agcordance with procedurss and timelines set forth in

Capltal lmprovornent and Essential Services Procedural Assessment Ordinance.

g, Adtoeds Dovelnpment Review Commitles 55 8 nop-voting raeteber o cslabish impact and
assessment fees for projecds dukng the raview process.

0, Maintain recerds for Coumnty owned real propeely, -

4811, Regukar attendance.

[Thess assenbial fob fucors am not fa be contiued A2 3 catyele stabenrant of o dutas paviormed. Faplapees will he e fo
BeEvTRi ol fob realad marginel dities as meireol f

MINIIUM OUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

Bulkets A Hursaering




" Impact Fees and Aasesament Prﬂg;ams Coardinator

Thaorasugh knowdedge of county govemment functions and organization,

Thaorough knowledge of medenn office practices, procedienes, and equipment,

Thiorgugh kngwdedge of business English, speling, and penctuation.

SKibl o e use of parsonal computers

Abilily 1o esteblish and eaintaln gond worklng retatlonships with govemment officials, depadment
heads, employees, business prefessionals and e genaral publbe.

Abilily to ufiize tact and diptomacy to deal elffecively wilh e general poblic and fellaw
opkynes.

Abliily o cammonicato affectaely both orally and i witng.

Adelfily to ondarstand and foliow complex pofices, laws, and directives.

Ahifily to sampasa beliars and ropots.

Adeilily to anzlyse statlstical dala

Adilily to work eficiently aml accurataly ky arn atmosphem of freaqoent inferaplions.

Advilly to reermadn ol In stressfl sRuatlons.

EGUCATION AND EXPERIENCE:

Graduation from an aceredited il sotoal or possassion of ao acceptabls equehalency dipdoma.
*  Azznciale's degree fram an gocredited college ar university.
i i) years axpekcnod it progressively respensible work involving staff assistance and advanoed
| clrrical atdministrative seppot vk,

A eongrarable encun] of rakung, educalon o aipernance may be substisied for tho abawa minkmm qualificatings }

LICENSES, CERTIFICATIONS OR REGISTRATICNS:

s Walnd Floaida Driver's Llcanso amd a diiving cocord acoepdabbe to insurance pravider.

ESSENTIAL PHYSICAL SHILES:
s Anceptable vishon (with ar withaul corection}
«  poceptable beartng deth o withaul correctlan}
«  Ability 1o sit &t e desk aod view 2 display screan for axtended pefods of fime.
= Ahility fo enler and retrieve data fioen s corepuler at a gwescibed rato of apoed.
&  Must be able lo commuenicate weing speech, haaing, and vislon sklils.

EMVIRONMENTAL CONDETIONS:

»  Insife bt an office environment,
»  Works closely with others.

Reasonable accommodation will ba made for othetwdsa qualifiad individuals with a disabikity.

FLSA Exermpl Skakus

| Reviewed 10H RS HEE 17




BOARD OR SUMTER COUNTY COMMISSIONERS

JOB DESCRIFTION
JO8 NTLE: mlarmation Technalegy Support Technician #
DEPARTMENT: Information Techrology
DiVISION: Planning & Develapmen| oo oo A peleteg Agmistar o

GEMERAL DESCRIPTION:

Cormplex and responsitie kechnical work with personal computers,nid leval tachnician sldlis with nebworks
ang nebyorking tefophone comemunication systems, atd varous peripheral equipmant. Sots cp rew
arjuipmant, mstalts hardware and software, o indide upgrades, roubloshacting, and repair. Assisls
Matwork Adeministrator and Systeres Adreicistiator with Wheir daity tasks. Evaleates and recommends
departman! needs for purchases of new hardware and sefiware. Assists in other projects conducted by
the Departimant.

ESSENTIAL JOB FUNCTIONS:

1. Enzkails and maintains networks and workstations, inchsting such lasks as trovbleshooting and
repaining hardware, rmanaging handwane, network and software issues.

2. Installs upgrades ko existing sysbeins.
3. Troubleshoots squipment and pragram prabloms on personal computers and pricters.
4. Maintains meintenarcs program of parsanal compuierns.

5. Recommends puzcimse of computers peripherat equipment, networking equipment, and teiephione
equipsent,

G, Maintains replacemant inventory, and software Boense inverdory,

7. Sets up warkstaions oz fha nobvork o communicate within the werkigroup and deimnain, and setups
up fite are printer shafing, and Intoenot connection, a3 wetl axs intranet o,

& Troublesheots tetwndk armors.

O, Monitors, Facilitatos, and enzures efective network camrmnication acmss [ocal aroa notwark {LAN)
anch wide area notwork (WUAK].

10. Begukar alfemdanco

fThnae cosomlial b fulions ae pel Io b consieed a5 3 compleln siofemment of 2 tubies perfneol Smynitees wil be regeled i
panomr other fob refated marpimdf duhes &6 reqlbed)
MINIMEM QUALIFICATIONS:

KNOWLEDGE, BXILELS AND ABILITIES:

»  Knowledge of the usos of compuless, related equipiment and other office equeipmant.
+  Knowledgs of porsenal compuler architeciuse,
v Knowledge of Windows and Microsolt Pragrams,



fnformation Technology Suppont Technicizn |1

knowledge of Basic Nebyoiking Envirgnments to inckids sument MS OS5,

Fnowdadge of Metwork cabiing {0 include CAT & installation and lermination,

Enowiedge of LAMAAMAN connechivity.

Skilted in ali azpects of personal computer maintenance, troubieshooting, and repair.

Skilled in network lechnician duties.

Abyility b lear web page creaiion and updatig,

Abitity to learn datzbase ceaation,

Akbitiby b learn cail accounting program.

Ability to read and interpret operaling manuvals

Ability o meaintain effeckve warklng refstionships with Departroent Tkrectar, county smployees,
govasnment agences, and the general patlc,

Ability to prepane and mainkain acourate rmconds, docimett aclivities, and submil repaods,
AbiliEy to wrnderstand and foflow oral and waitton instreclions and o commuenicata, bath orafhy and in
wiiling, in & clear, concise, and accurate manner.

Alzilty to work ender pressuse and meet deadlines.

Adbilaty to folfow thretgh on deslgnated tasks.

Ability to educata salf on naw technoiogy.

ESUCATION AND EXPERIENCE:

-

Associates degree in the computer feld
Twa (2} years techmicel training
Thiee (3) years expenance it responsile sompiber woek,

A COMparatie anounl af Iralnimg, educatio of expesience may De sebstiubed for Bie aBove mmliken quathoations.}

LICENCES, CERTIFICATIONS QR REGISTATIONS:

-

Valid Florda Driver's Licanse and a driving record acceptable ko insurance provider,

ESSENTIAL PHYSICAL SKILS:

* 4 & & @

Aoceptable viston {with or without cormaction)

Acceptable hearing fwith or witheut corection)

Merst e abibe b bR medaem weinhts (U t0 45 podmds)

Mest ba abbe o bond and squat

Murst be able fo sif and view compuler display screens for extended period of ime

ENVIROMENTAL CONDITIONS:

Primarnly works insude in an office envieonment, wath fesited outside duties.

Roasonable accommoedation wilt ba mads for otherwise quakified individuals with a disabilify

FLSA Non-Cxertpt Siates

Reaviewsad 10#1AG



BOARD OR SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
TLE: Information Technology Systems Coardinator
DEPARTMENT, - Informalien Technology
CiVISION: FPlaoning & Dovelopment

GENERAL DESCRIFHON:

Techaicat werk inplenanting and matntaining department-specific technologias. This job includes a
fult range of problem sesollaion and lecknical support senvices to intemal and extemal cusiomars
and coorditating verdor centracts for suppor of achivities for depactment-spadific infomnation
technology. Provides recommendalions, and seppert o department manageoent and staf
reqarding system Inrovations as wetl as assist with lorg-range techrology planaing, desigr, and
implamentation of [T operating plans. Adiminislrates and maintains complex T systams and
processes. Provide professional guidanca o supporting vendors as required.

ESSENTIAL JOB FLUNCTIONS:

1, Coordinates techoology ademitistration betwesn depatments and vendors, including the
creation and administration of procedures governing e usa of County owned and shared
techoology aszols.

2 Saryes 95 3 kzison batweon depanments and | T cotrackla) services

3 Reviews 3 party ptans and creates updaied plans, identfying proposed technolagy systom
changesfuporades and makiainsg refaind docamantalion.

4, Consults with managermant and uscers fo defemmine technolegy needs and presents solutions
to management.

§.  Forecasts programs costs and expenses for e purpose of preparing annus] and bong-tenn
Biadgat praposals. Assists in prepading department's annual technslogy budget.

6. Installs and maintains nebwarks and workstations, inckiding such tasks as organizing and
coedighiing network resources and managing hardware and soflwang issuos.

7. Ensures that technology systam-ovel aclvities are consistent with the kentified neads of ond-
users and are coempatible with devadrmoent and County-wide technology infiatives,

g. Ensures integeation of turind and planncd autemation systema, enswrlng nteiface and
imbegration with vendors, and partners whare appiicabla.

8, Assist with evatuation and procurement of 37 party tachnology profession services and
Carebrachs.

10, Troukbeshoots eguipmant and program probiems on personst complbers, printars and
telephones.

1. Maintains voice mail and ol acceunting programs.

e - { Delated: Support Services




Enformation Technolegy Systenks Gogrdnalor

12.  Recommends purchase of comptiters, paripharal aquipment, networking equipment, ared
bilnphane eguipment.

13,  Sels up workstalions on the network to commdnicate within the workgroup and domain, and
selups up fite and printer sharing, and tntemet conpection, as well as intranet email.

14, blonitors, facilitate, and ensurs effaciive notwork communication across local anea
nebwar (EAN) and wide area network [ATAN).

16. Fegular attendance

TS @stevial B Aakctions ar nel fe he conslued 55 a complate staloment oF 38 dufrs j}crﬁhm'i. Einpippees wil be
reqenred to perform obfvar b refated aargindy ot 8 apsedl

IRNIMUS QUALIFICATIONS:

. KNOWLEDGE, SKH.LS AND ABILITIES:

Knowledge of e uses of corrprtars, milated oguipmend and other office eguipment.

tnowledge of applying new lechnotogias, soft skills, and procedures

Freowledne of personal camputer anchitectre.

Enowledgs of Windows and Bicrosaft Iregrams.

Knowladge of Networking Envirenments o hchisde cirmed Micresaft Operating System.

Knowladge of Nehwarking Frotocols exssmples {TCPAP, NETDEL, atc)

Knowledge of Nebwik cabling bo includa CAT 5 inzfaltalion and termination.

Krowledge of ruslers, switches, and hubs instaltalion and configuraltion.

Krowledne of LANAMAN connoctivity.

Enowladge of weh page creation and spdating

Skilled in atl aspects of personal compuler mainlenance, boubleshooking, and ropair,

Shilled in network echmician o scmitisiration ditbas.

Ability ko dean database creation,

Ability to learn cefl accounding program.

Ahillty b dearn basic telephona maintenance and voice mail maintenance,

Ability to read and interpret operating manuals

Ability o maintain effective working relaticnshins with Degartment Diractor, county

employeas, gavernment zgencies, and the general public,

Ability lo prepare and mainiain aecosate records, dociment acliviing, and submit reparts.

«  Ability bz enderstand and follow oral and wittan instruclions and to communicate, beth orally
andg in wiiting, in a clear, concise, snd sccirale anier,

»  Ability to work ender pressure and meet deadiines.

w  Abiliby to foliow througi on designated tasks.

= Ahility b educate self oh new tachnatogy.

ERUCATICN AND EXPERIENCE:

» Bt years of experience in aralyss, coordination, of dosign of information Technaiogy systems
of coniros; or

» Asgsociate's degeee m information Technobagy or ratatod field, arn

« 2 year technical traiting diploima or cortification in Information Technology that Includes
computer technolagy courses and tiaging and & years of experience as descrbed above; o

« Bachelor's degrees in Information Ta-::hnulngyr or related field and 2 years of eaperience as
describe above.

[A comparable anrount ab treining, adwcation or oxpericcs gy be solsRubat far the abave minlicm queifications.)



Infammalon Fochalegy Syshies Coardinlos

LICENSES, CERTIFICATIONS OR REGISTATIONS:

+ Vailid Flarida Oriver's License and 3 driving record acceptabile 10 insuranca provider,
s MOCSE or COMA desirad

ESSENTIAL PHYSIGAL SKILLS:

Accoplabie vision [with or without cormction)

Arceplabie hearing {with or withoul correction)

htist be abie o i medium weights (Ep o 45 pounds)

htust be able to bend and sguat

Must be abke © sit and view compular display screens for axtonded perind of ime

ENVIRCMENTAL CONDITIONS:

»  Frimarily works inbide in an ofice enviconmenl, with fmited outsida dufios.

Reasonable accommodation wil be made far ctherwise gualified individuals with a disabilily.

F-LSA Mon-Exompt States

Reviewsad 10 0



Pay Range 23 Draft
BOARD OF SUMTER COUNTY COMMISSIGNERS
JOB DESCRIPTION
JOB TITLE: Librarian
DEPARTMENT:  Library Services

DIVISION: Communlity Services

GENERAL DESCRIPTION:

Professional ibrary wark providing internal and external customears with assistance in finding information on a wide
range of subjects utlizing a varety of library rescurces related bo reference service, reader's advisory, research, and
tibrary instruction; selecting children's, young adult, and adult materials.

ESS ENTI#L JOB FUNCTIONS:

1, Instract fbrary patrons on the use of the ondine library catalog and databases, the internat, and fibrary
equipment.

2. Provides girect informational, reference, and reader's advisory services ko the public. Interviews customers,
i person, by mat, elecironic means, or telephone to determing the nature of inquiry and the appropriate,
most ikely resources for locating information requested,

3. Uses the onling cataleg, databases and internet ko assist customers in finding Borary materials. Advises
custamers in the setection of reading materials and information sources periaining o their needs. Pravides
infonnation and referral to facilitate customer access to other community resources, kbraries, and service
agencies. Recommends websites for business, academic, and other informalion inquiries.

4. Troubleshoots Bbrary equipment. Diagnoses and reports equipment probilems.

5. Ewvaluates library material using collection development criteria to detenmine useluinass of titles and updates
or replaces tiles. Surveys the collection to identify areas in which additional materials are needed. Evaluates
darmnaged material o delermine repair of replaceiment. Reviews new materials.

6 Develops, plans, and implements age-appropriate fbrary programs for the general public and speciat groups
on topics o mee! communily needs and interests. Includes selting goals and chisctives, researching topic,
planning for use of resources, materials preparation, and program presantation and evaluation. Plans,
schadules, and presents Bbrary ours. Confers with feachers, parents, and community groups to plan and
implement library pragrams.

7. Communicates and carries out policies, procedures, and established practices of the Sumter County Library
System. Performs opening and closing dities and functions as lead worker in Library Supervisor's absence
when required,

8. In case of emergency of crisis situation (hurricane, flood, etc.) posilion is required to respond/perform
emergency and recovery duties as assigned by inmediale supenvisor.

9. Regufar attendance.

[These essendial job functions are nod la be consfrued as a complele slatement of aff dunas perfoved.  Emiployvecs will be required fo
perer other jof ralaied dutes 23 raguined

MINIMUM QUALIFICATIONS:

KNOWLEDGE, SKILLS AND ABILITIES:

. Knmﬂedge and expertence with prmctples and methods of professional library services and lirary
cooperation.



Librarian

Knowledge of a wide range of [Herature and the abilily to share this knowledge.

Knowledge of reader interests and the ability fo recommend titles and assist fibrary users in selecting
age-appropriate materials.

Sl with personal compirters, including word-processing and apreadsheet software

Lrograms.

Ability to work a Rexible schedule which includes days, evenings, and weekends

Abifity fo function independently wilhout constant direct supervision and use independent judgment tu
resolve custemer concearns when appropriate,

Ability Yo sef prinrities and meet muliple deadlines,

Abily ko conduck research and advanced search methodologies.

Ability o remain calm in stressful situations and adapt to inkercuptions, changes disorder, and shifting
needs with losing efficiency, effectiveness, or composure,

Ability to develop and present insbruction, training, and programs for lilrrary users and groups.

Abifity to spaak, read, write, and undearstand English and foliow oral and wrilten instructions.

Abitily to communicate clearly and concisely both orally and in writing with individuals or smali groups.

EDUCATICON AND EXPERIENCE:

A Masters Degree in a Library Science program from a college or umiversity accredited by the American
Library Association

Twao {2} years public ibrary expernence that inclldes customer service, program pianning and
implementabion, and exiensive use of computer technologies,

EA comparatie ameunrt of raining, education o experience may be substituted for the abows milsémam guadifications.)

LICENSES, GERTIFICATIONS OR REGISTRATIONS:

Valid Florida Driver's License and a driving record acceplable to insurance provider,

ESSENTIAL PHYSICAL SKILLS:

«# & & & & & & B * & B

Acceptable vision {(with or without correction}
Acceptable hearing (with or without correction)
Moderate lifting and carrying (up to 50 pounds)
Reaching

Walking

Standing

- Sitling

Kneeling
Bending
Stooping
Ahility to sit 2t a desk and view a display screen for extended periods of lime.

ENVIRONMENTAL CDNDITIUNS:

Work in a climale controfisd enviranment, primarily working with the pubic.

Reasonable accommodation will be made for otherwiso gualified individuals with a disability.

1o

FLSA Exempt Status



BOARD OF SUMTER COUNTY COMMISSIONERS

OB DESCRIPTION
JGB TITLE: Library Services Managor
oE ENT; Library Sorvices
EHVISEON: Conntmitrnfly Sorvices
GEKERAL DESCRIPTION:

Highly responsibbe administralive and managemend waik in direcing and coordinatng atl phases of
Ubeasy services ynder 10 fededlcton of the Bozrd of County Commilsslances.

ESSENTIAL JOB FUNCTIONS:
1. Serves as adeeinistrator for the Suenter Coundy Lbrany Systom -o-cuoparabvie-oF goreeezniby
[Ebrasics.

2, Plans, argankes, direds and implemeants the opearatlan aod administration of branch Bhrakes and
bookmoite,

3. Funclions s [iison snd foskers coeparation belween 2 goverming agencies, iooat advisory bosrds
a2nd Bbrary staff-olHnemembertibrarea, ’

&, Prepares applications and dooumandation b quatify aod ecsive siate, deral, and private
assistance; sgministers all skate, federzl and privale granis

5, Develops, implementz and updates an ancuad plar of service snd & singbe done rangs plan of
sendice for the Sunnler Counly Librany System-in-caoperation with representatives brom the
poricipating-frares.

&, Responsible for Librany Services budgel preparaiion, maintenance and contrel. Prepazes a single

buigad foe librasy sevlea to rosidansts of padiclpating Eocat gevernmaoiis and enzanizations and
administera the bedget for the Surnter Caunly 2 irary Systemn,

Y. Dovolops systom-wido policlos I-saopmrathon-with-cepressadaives o parbopabing-ibrdos-a nd
recommends policies to e b brry Advisony Hosd for apgrovat by the Board of oty
Cartntissioners.

&, Manages {he integrated libsary system that provides system-wide access o malernizls, peograms,
and sendicesdhrough-padicipating-libranse.

9 Prepares, evaluates, analyzes and mainizing statislicaltfinanciat reports. Provides monthly and

yesaFly reparts mﬁ&ntlng the aclivifins and statisiics-a-sibparticipating-Haraoos.

1€ Davelops & training pragram far Iibraq,f staff, advisary boards and others responsibie far the
prrértislon of pognbr-wake ey sanGee--tie e pating bradaes.

1. Davelns and Inplentents senton prog rams consistent witls the stratogic plans and the paposes of
the county library systeem.

12, Inforens County Adminlaation of changes o state and fndecal regulations and appreprations and
locai concemns affectng Library Services.




Libeary Services Manager

13

14

15

16.

1657, Regqular atteandanca.

FPitese b functiona & Aol 1o be consbuce 5 a comptele statecneal of BN duded pamommed. Emplovass will bo mpwmd ie perfen
ol fob raladed mamna! debies o5 mepsa,

PECHRLIN OHALIFICATIONS:

KMNOWLEDRGE, SKILLS AND ABILITIES:

EDUCATION AND EXPERIENCE:

&

{A comparable amaut of ralning, cdecation of expericree may be substBuled for e skove minimwm gualifications }

LICENSES, GERTIFICATIONS OR REGISTRATIONS

ESSENTIAE ¥ HY$IGAL HRiLLS:

reasonabla dufies Az assipred by nocdiabe Supciviser.

Serves as fhe Sfake [Tvision of Librany 2nd Infameation Service primary centadt for the Surmiar
Colenty Ellvary System and prepares reporis for the Division a5 cedquined.

Participaies in professiona] aclivitios to maindain knowledge of cument frends in lirariznship and
ralaterd fedds.

Fegular travel in the service area regiined.

i cuse b e uenGy & crisks siLtion {humcan& Aok, et position 150 ggmmd ko perfoamn 4

'IFnrmaltml Hullcts and Numhem; S ]

Camprehensivo knowledge of public Fbrary geveraance, senices and management including
planning, hudgeting and evaluaion.

Knowledge of Flogida | Birary govornance striciure.

Knowledge and expefence wilh grinclples and methods of professional Tinrany servicss.
Experience in develaping and implkemanting administrative procedures and Evaluatlr!g thaexle
affclivenoss.

Abifity o Fotivate and supendise.”

Abitity b dovelop ard present Eaining for siall, hoards, sod volunteerns.

Familizdity with porecnat computers, including word-pracesslng softwans and spre*idsh-eet
Programs,

Knowledge of principies and practicns of Hbrary cooperation.

Abifity {0 speak, read, write and understand English.

Abifily to commznicate deaily and concisely both crathy and i writing,

Abitiey to0 type & minimum ef 35 wrds par minuio.

A Maslers Degree it a Library Sciencs program fom a callege or university accredited by the
American Lbrary Associalicn

Five {5} years of ll-tliac professional experience at an adminisiratisa lavel to incleds 3 minimum of
pn (2 years of SeniT managemet in & public ey

_Tuwo {2} yoors of post LS polesslonal Bbrary g¥periencs is required. T R Fara ratted: ﬁl*"*'ha"dﬂmhﬂ

Profassionat cxpeience within melki- sile iy systerns and cooporative fibrary systems a
preferredd.

Walid Flarida Oriver's License, amt o driving moard acocptable to insurance provider,

]

Acceplable heartng {with or withou! cormection)




Library Sorioes Manager

*  Acceplanke vision dedth orwilhout comection)
«  Able lo operate a molar vehicle.
= Must he able bo comeunicate using speech, heanng and vision skilks,

ENVIRONIAENTAL CONDITIONS:

»  Primanby works i g climate coetrolled offios anviEonneont
«  Some Eavel to cther focations gul-af-dooes visiting County stalf, public and fiokd projocts.
Reasonable accommuodation wikl ba imade for othorwise qualificd individuals with a disahidity.

C | Heviewsd 100810

FLSA Exampd Statues




BOARD OF SUNMTER COUNTY COMMISSIONERS
JOB DESCRIPTION

JOB TITLE: Maintenance Supervisor

E DEPARTMENT: Construction/Facilities Development and Maintenance

I DIVISION: Adminiatrator Support Services

GENERAL DESCRIPTION:

Responsible supenvisory work & direcking a program of care, maintenance and repair of building and
facilities.

ESSENTIAL JOB FUNCTIONS:

1. Supervises and parlicipates in the work of skilled and semi-skiled parsonnet engaged in maintenance
and rapair including plumbing, panting, carpeniry, heating and air conditioning, slectricat syskems and
fixtures, and all other Building components in the remodeding and rencvation of County-owned /
leased buildings and facilitias. This valves inslructing, assigning and reviewing work, planning,
maintaining standards, coordinating activities, budget preparation and monitoring, and aliccating
nersanned.

2. Eslablish and maintain daily inspection of buildings for cleanliness and repair needs,

3. Reads and interprets buiiding construction drawings, specifications; materials, equipment and fixture
productcatalag information sheets in order to investigale and resolve problems pertaining to building
mainienance issues. Tracks maintenance productivity.

4, Makes recomimendations pertaining to the need for contracted services. Responsibie for the
supervision of service confracts.

5. Procures and controls the use of supplies and equipment.

& Maintain facilities pro'tuoui in terms of rouline, periodic, preventative and emergency maintenance
records and makes reports as required.

7. Confers with department heads regarding their maintenance needs and problems. Communicates
with accupants of the area being serviced in terms of scope of work and the astimated limeling of
senvices,

8, _Reguiar altendance.

[These essential jol funclions are oot fa be consiised as 4 complete staterment of s dulies performed. Employaes will bo requined &
perforat elfier fof refaled marginal dulias &5 o ]

MINIMUAM QUALIFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

»  Knowledge of the methods, technibues, lools and materials used in the buliding trades.

»  Knowledge of the scocupational hazards associated with various lrades work and the perinent safety
precautions. . :

»  Knowiedge of the materals commonly used in the care and maintenance of grounds and buitdings.



Mainlenance Supervisor

Skil in the use of computers and computer software programs, including Microsoft Word and Excel
progeams.

Ability ko layout work and instruct skifled and semiskilled workers in a varisty of maintenance
achvities.

Ability to maintain records, prepare written technicat reports, estimates, and cost records using
mathematical functions, calculation of ratios, rates and percanis.

Abily to establish and maintain good working relationships with associates and the general public.
Abitily o read and interpret sketches and biueprinls.

Possession of effective supervisory ability.

EDUCATION AND EXPERIENCE:

Graduation from an accredited high school o passession of an acceptable equivalency diploma
Four (4) years experience in general building maintenance and repair, including some experighce as
a trade's foreman or in a similar supervisory capacily,

{4 compacabia amnount of braining, education or experence may be substituted for the above mlnimum guatifications. )

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

Vafid Florida Driver's License and a driving record acceplable ko insurance provider,

ESSENTIAL PHYSICAL SKILLS:

" & & & & & & A 4

Acceptable vision {with or without correction}
Acceptable hearing (with or without correction)
Ability to cormmunicate both orally and i writhg.
Heavy lifing and carnying {Lp 1o 100 [hs)
Raaching

Climbing

Walking

Standing

Diriving

ENVIRONMENTAL CONDITIONS:

Waorks inside and outside with, solvents, eleckical energy, uneven surfaces, i1 and with moving
_ebjects and equipment, heights (up o 50 feat)

Reasonable accommodation will be made for ofherwise qualified individuals with a disability.

FLSA Exempt Status

Reviewed 10/M/10



BOARD OF SUMTER COUNTY GCOMMISSIONERS

JOB DESCRIPTION
- JOB TITLE: Maintenance Technician”
DEPARTMENT: Transit
DIVISION: - Community-ServicesPublic Works
GENERAL DESGRIPTION:

Performs skilied vehicle maintenance, troubleshooting, and repair on county vehicles, Acls as
Technician in charge of the Maintenance Unit for Sumter County Transit.

ESSENTIAL JOB FUNCTIONS:

1, Performs generat maintenance on vehicles such as fuels, off, water, air, brake fluid; tires, filters,
windshield wipers when required; performs major repairs on vehicles such as brakes, alr
conditicning, fan belts, alternators, fuel pumps, bearings, ete.

2. Perorms requiarly preventive mainlenance checks on county vehicles.

3. Performs minor body work on Transit vehicles,

4. Performs periodic and routine maintenance inchuding, but not limited to: fueling, cleaning, repairing
and adjusting of fusl injection systemsearburators, chacks and replaces spark plugs, ignitions

points, distributors, coils, alternators, lights and batteries. Inspecls, repairs and adjusts other paris
as required.

5. Coordinates vehicle maintanance being accomplished by outside sources for repairs such as major
body work, warranked repairs by vendors, slc.

&, Performs on-site vehicle repairs for road service calls or vehicle towing if necessary and possible.

7. Maintains vehicle maintenance records. Prepares and processes Teports on completed work.
tmvoices division departinents for maintenance work performed.

8, Porforms vehicle cleaning and de_ta-iting of county vehicles.

8. Installs and operates two-way radio and mechanical equipment on vehicles.

10, Procwres, inventories and controls the use of vehicle supplies and equipmeht.

11, Ensures vehicle compound, Divisien office, and Transit grounds remain clean and orderly.

12. Hegular attendance.

[These egsential juf fnciions are not to be constriied as a comtplele stafamant of ot dulies performed. Employeos will be roquirad o
perfor olfrer falt pelaled margingl delies as required ]

. MINIMUM QUALEFICATIONS:

KNOWLEDGE, SKILLS, AND ABILITIES:



| Maintenance Helper-MechamisTechnician

s Knowledge of routine maintenance of vehicles,

«  Knowledge of various types of vehicle makes and models | in order to perform some ma;or types of
repais.

| & Knowledge of the requirements set farth in Ru!e Chapter 14-90, F AC..

» Knowledge of safety reguiations and highway laws relaling to the operalion of type 1 and type 2
huses.

» Ynowledge of the practices applied to the safe and skiliful operation and care of light molor
vehicles. '

» Knowledge of and has mastered the methods, procedures, tncls and equipment used when
peiforming vehicle inspections.
Abdity to safely operate motor vehicles under all weather and other driving condilions.
Abitity to comimunicate effectively, both orally and in wiiling, and to understand, issue and carry out
orat and writien directions. '

«  Abiity to exercise initiative and independant judgment and to work with only moderate supervision
to accomplish assigned duties.
Abitity to enforce safety riles, tactfully and firmly with employees and the public.
Ability to follow safety training instructions and highway safety rules and faws.
Ability to adhera to a drug Free workiplace.

EDLUCATION AND EXFERIENEE:

» Graduation from an acoredited high school or possession of an acceptable equivatency diploma.

=  Ableast one year's trafning andfor experience as & mechanic in a vehicle maintenance program,
and has sufficient general knowledge of buses owned and operated by a bus transit system to
recognize deficiencies or mechanical defects.

{A comparable amount of el lng, education o ﬂxpeﬁeno& may be substifuted for the shove mlsdmon gualifications_}
LICENSES, CERTIFICATIONS, OR REGISTRATIONS:

E » Valid Florida Class “BS" Driver's License with no air brake reslriction and passenger
endorsement, within ninety (80} days of employment, and a driving record acceptable to insurance
provider,

« CPR and First Aid qualified within ninety (80} days of employment.

ESSENTIAL PHYSICAL SKILLS:

Abie to e down on one’s back undarneath huses with arms extended upward
Must be able to operate appropriate metor vehicles,

* Acceptable vision {with or without correction)

s Acceptable hearing {wilh or without correction)
s (oderate Efting and carrying {up to 50 pounds)
*  Pysh heavy loads

» [istinguish colors

«  Walking

« Slanding

=  Kneeling

« Hending

-

L}

ENVIRONMENTAL CONDITIONS:

= Primarily works oulside in varying weather conditions with noise, adors, dust, fumes gases grease
and oifs presaent. Limited office duties.”



| Maintenance HelperMeshanieTechnician
Reascnable accommaodation will be mada for otherwise gualified individwals with a disability.
Rev. 0507

FL3A Non-Exempt Status



BOARD OF SUMTER GCOUNTY COMMISSIONERS
JOB DESCRIPTION

JOBTITLE: . Mzintenance Teshnician Il

| DEPARTMENT: Construction/Facilities Developmoent and Maintenance

| DVISION: AdministratorSupport Services

GEMERAIL DESCRIFTION:

Performs skilled wotk in the maintenance of faciities and county buiidings.

ESSENTIAL JOB FUNCTIONS:

1.

2

mocm

25

Assists in raining and working with mainterance halpers as necessary.

Performs skifted work in jobs refated o construction, maintenance and repair of butidings, faciiities
and grounds. :

Installs and maintains plumbing fixtures and appliances.

Replaces or repalrs all components and valves of bathroom, kitchen and plurnbing fixtures.
Installs water lines, sewer lines and drainage lines around counly owned buildings and facilities.
Cperate power saws, planars, rowters, bench grinders, sandars, cement mixers, paint sprayers,
pressure cleaning eqguipment, frenchers, chain saws, rimmers, small frucks and automctive

equipment.

Prapares layouwt, selects specified type of lumber and materiats to successfully compiete tasks
assigned.

Fits and installs prefabricated window frarmes, doors, doorframes, drywall, paneling, insulation, floor
tite, and carpet :

Constructs Forms and powr's concrete.

10. Abiity 1o perform minor eleclrical work.

11, Prepares and paints county owned bulldings and fachities.

12. Regutar Attendance.

[These sasential fob Imclions are pof lo be cansliucd as a complele statement of al dufies performed. Employess will e reguirad
fir peifors offver job relabed marginal difios as required. ]

MiNIMUM QUALIFICATIONS:

KNOWLEDGE AND ABILITIES:

«  Knowledge of prfncip!es, practices, meihods', materials and tools of several trades.

Knowledge of the accupational hazards and safely precautions of the trades.
Ability 1o follow oral and written instructions.



MWaimterance Technician 1

= Ability to apply ait applicable safety measures.
=  Ability o work cooperatively wilh olher employees.
s 5kill in the operation and maintenance of tools, machinery and equipment of the frades.

EDUCATION AND EXPERIENCE;

« Graduation from an accredited high schaol or possession of an acceptable equivalency d1p!-::ma
+ Three (3} years experience in the building trades.

(A comparsbie smownt of aining, educalion or experence may be substituted for tha abovo minimum quatifications.)
LICENSES, CERTIFICATICNS OR REGISTRATIONS:
« Valid Florida Driver's License and & driving record acceptable {o insurance provider.

ESSENTIAL PHYSICAL SKILLS:

Accepiable vision {with or without corrsction)
Accepiable hearing {with or without correction)
Heavy lifting and carrying (up to 100 pounds)
Walking

Standing

Crawling

Khreslng

Bending

Balancing

Slooping

Climbing

Ability to work in small areas

Operation of mator vehicles

k& 4 4 & % # & & & 4 4 & B

ENVIRONMENT CDNDifIﬂNS:

= Works inside and outside in varying weather condilions with noise, stippery surfaces, and uneven
strfaces,
With moving objects.
Poor fighting.
Cxdors, dust, fumeas, gases, simoke, grease and ofls present.

Reasonahle accommodation will be made for otherwise qualified Individuals with a disability.

FLSA Mon-Exempt Status

Reviewsd 101410



BOARD OF SUMTER COUNTY COMMISSIONERS
JOB DESCRIPTION

JOB TITLE: Maintenance Techrician

DEPARTMENT: ConstroetiontFacilities Development ang Maintenance

DIVISION: AdminlstratorSupport Scrvices

GEMNERAL DESCRIPTION:

Performs skilled work in the Installation, alteration, servicing, mainfaining, and repairing of air
conditioningfheating and refrigeration eguipment and electrical systems i County owned and leased
buiidings and structures,

ESSENTIAL JOB FUNCTIONS:

1. Ihstalls, maintaing, Woubleshoaots, and repairs air conditioning and heating systems, refrigeration
systeins, and electrical systems

2. Reads blueprints, schematics, or wiring diagrams to determine location, size, capacity, and type of
component needed to repair the unit; installs, relocates, maintaing, and performs major of minor

repairs on all refrigerationsheating and chilling equiprmenl; installs new air conditoning/heating,
reftigeration, and heat pump unils.

3. Replaces or repairs electrical wiring, motors, pumps, and other integrated parts of air
conditioning/heating, refrigeration, or heat pump equipmeant or systems; replaces compressors,
condensers, and othar equipinent as needed; installs, calibrates, maitains, and adjusis electronic
or pneumatic controf systems or devicas.

4. Installs water intake and drainage lines and pipes; recharges air conditioningfheating syskems with
refrigeranls as necessary; instalis, maintains, insulates, and repairs pipes for chilled water and
other systems; installs electrical lines from panet to unit to inclede wiring of components,
thermostats, circuit hreakers, power distribuiion swiiches, and safely devices.

5. Maintains systems on a rowting bases, keeping reporis on same.

6. Rewiras ejechinal outiets and fixtures,

7. Installs dedicsted efectrical circuits for computer eguipment.

8 Tests buikdings for indoor alr quality.

9. Prepares graphic drawings.

16, Assists in mainlenance prajects as directed,

11. Regular altendance,

fThese essential [ob Ematians aro not o be construed as @ complete statement of alk delties perfomed, t—mpluyees whE b requiced
b i Gther job related marginal dutles as reguired



Maintenance Technician 1

MINIMUM QUALIFICATIONS:
KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of HVAC repalr and maintenance techniques, methods, rules, and regulations as they
refate fo energy management systems.

Knowtedge of HVAC hardwars, software, and programming systems.

Knowledge of accupational hazards and necessary safety precaulions, applicable codes, or
rogulations.

Knowledge of mechanical and eleclrica! trade procedures

Ability to speak andfor signal peaple to convey of exchange information. Includes receiving
inslfuclions, assigniments andfor directions from supenvisors,

Abiity lo read and interpret plans and specifications.

Abiiity 1o prepare and maintain accurate records and to make necessary reports.

Abifity o apply principles of logicat or scientific thinking to define problems, coliact data, establish
facts, and draw valid conclusions.

Ability fo read and plan work from biueprints, schematics, drawings, and wiring diagrams, make
tnspectians for needed repairs.

Abtiity to use standard test and hand toois.

EDUCATION AND EXPERIENGE:

Graduation from an aceredited high school of possession of an acceptable equivaiency diploma,
Five [5) vears progressively responsible experience in the instaliation, maihtenance, and regair of
commercial air condilioning/heating, refrigeration, heat pump equipment controls and systems,
and eleckrical systems.

{A comparabte amount of training, education or expedence may be suhstiiuted for the above mirmem gqualifications,)

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

*

Air Conditioning or Mechanical License, appropriate EPA License, and Electrical Contractors
Linense in Sumter County preferred. _
Valid Florida Driver's License and a driving record acceptable fo insurance provider.

ESSENTIAL PHYSICAL SKIiLLS:

Acceptable viston {with or without correction) -
Acceptable hearing {with or without correction}
Heavy filting and carrying {up ko 100 pounds
Distinguish colors '
Watking

Standing

Crawking

Kneeling

Eending

Balancing

Stooping

Climbing

Ability to work in small areas

Operation of motar vehicle



Maintenanse Technician i

ENVIREONMENT CONDITIONS:
* Works inside and outside in varying westher conditions with noise, slippery surfaces, and uneven
surfaces. ’
» Heights

«  Some stressful situgiions.

Reasonahie accommodation will be made for otherwise qualified individuals with a disability.

FL3A Non-Exempt Siatus

Reviewed 10/1/10



BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Maintenrance Tec:hnician v
DEPARTMENT: Construction/Facilities Development and Maintenance
DIVISION: AdministratorSupport Services

GENERAL DESCRIPTION:

Performs skilled wark in the installation, alteration, servicing, maintaining, and repairing of air
conditioning/eating and refrigeration equipment and electrical systems in County owned and leased
budldings and struchures.

ESSENTIAL JOB FUNCTIONS:

1.

10

1.

12,

13

Installs, maintains, trouble shoots, and repairs air conditioning and heating systems, refrigeration
systems, and electrical systems. Monitors HVYAC equipment by utilizing Tracer Sumumit System on
a lapiop computer.

Feads blueprints, schemalics, or wiring diagrams fo determine location, size, capacity, and type of
component needed 1o repall the unit; installs, relocates, maintaing, and performs major or minos
repairs on alf refrigerationfheating and chilling equipment; installs new air conditioning/hesating,
refrigeration, and heat pump units.

Replaces or repairs electrical wiring, molors, pumps, and other integrated parts of air
conditioningfheating, refrigeration, or heat pump equipment of systems, replaces comprassors,
condensers, and other eguipment as needad: instalis, catthrates, maintains, and adjusts electronic
or predwmatic controf systems or devices. .

Installs water intake and drainage lines and pipes; recharges air conditioningfheating systems wilh
refrigerants as necessary, instalis, maintains, insulates, and repairs pipes for chilled walter and
other systems; installs electrical lines from panel to unit to include wiring of components,
thermostats, circuit breakers, pawer distribution switches, and safety devices.

Maintains systems on 2 rautine bases, keeping reporis on same.

Rewires electrical outlets and fixtures.

Installs dedicated electrical circuils for computer equipment.

. Tests buiidings for indoor air quatity.

Prepares graphic drawings.

Adds and deletes security codes for county buildings.

Waorks with confractors on fire alarm and sprinkier systems.
Orders and maiﬁtains parts for HYAC and efeclricat systems.

Assists in maintenance projects as directed.



Maintenance Technician IV

14. Regular attendance.

[These eésenﬁaf Jola furictions seg hot fo be constnmd as a complala sfalement of sif dufies performed. Employees will e
recuired o perform oither job rofated marginal dofies as reguined. J

MINIMUM QUALIFICATIONS:
KNOWLEDGE, SKH.L5, AND ABILITIES:

Knowiedge of HYAD repalr and maintenance techniques, metheds, rules, and regulations as they
refate to energy management systems,

Knowledge of HVAL hardware, software, and programming systems.

Knowledge of accupational hazards and necessary safely precaulions, applicable codes, or
regulations. ' .

Knowladge of mechanical and electrical trade procedures

Abifity to speak andfor signal people o convey or exchange infanimation. includes receiving
instructions, assignmanis andfor direclions from supervisors.

Ability to read and interpret plans and specifications.

Ability ko prepare and maintain accurate records and o make necessary reports.

Ability lo apply principles of logical of scientific thinking to define problems, collect data, establish
facts, and draw valid conclusions,

Ability ko read and plan work from blisprints, schematics, drawings, and wiing diagrams, make
inspactions for needed repairs.

Ability ko use standard test and hand tools.

EDUCATION AND EXPERIENCE:

Graduation from an aceredited high schoal or possession of an accepiable equivatency diploma.
Five {5} years prograssivaly responsible expetience in the installation, maintenance, and repair of
commercial air conditioningfheating, refrigeration, heat pump equipment controts and systems,
and electical systerms. :

{A comparable amounk of training, education or exparience may be sihstitided for tho above mirimor guatifications.}

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

Air Conditioning or Mechanical License, appropriate EPA License, and Electrical Coniractor's
License in Sumter County preferred.
Yalid Florida Driver's License and a driving record accepiable o insurance provider,

ESSENTIAL PHYSICAL SKILLS:

F B B FE R F F B F ¥ OB VN

Accepiable vision {with or without cofrection)
Accepiable hearing (with or without correction)
Heavy lifting and carrying fup ko 100 pounds)
Distinguish colors

Wiatking

Standing

Crawling

Kneeling

Bending

Balancing

Stoaping

Climbing .

Ability to work in small areas



Maintenance Technician IV

s Operation of motor vehicle

ENVIRONMENT CONDITIONS:
» Works inside and outside in varying weather conditions with noise, slippery surfaces, and uneven
surfaces.
s HMeighis

+ Some stressful sttuations.

Reasanable accommodation will be made for otherwise qualified Indlviduals with a disability

FLSA Mon-Exempt Status
1041710



SUMTER COUNTY BGARD OF COUNTY COMMISSIGNERS

JOB DESCRIPTION
JOB TITLE: Office Supervisor
DEPARTMEMT: Transit
DIVISION: Community Services Divisien

GENERAL DESGRIPTION:

Supervises, direcls and evaluates office staff. Performs advanced clerical, fiscal, and backup job tasis in support of
Surmter County Transit's {SCT) operalions. Assists the Transit Coordinater Manansr in performing administralive
dulies in a coordinated public transportation syster, This position reports directly o the Transit

Coordinator. Manager.

ESSENTIAL .JO8 FUNCTIONS:

1. Assists the Transit Cemdinator Manager e all daity c:peratims Serves as back up to the Transit Coordinator

2. Supervises, directs, and evaluates office staff ensuring tirmely perfﬂrman{}e appraisal sLEDMmission, uenfymg
and prepaling bank deposits, develops and monitors work and Iraining schedules for alt Transit employees.

3 Compies information and assists in the preparation of Federal and State Grants for operaling expenses and
capital equipinent,

Ea

Compiles information, prepares monthly internal reports and prepares monthly Federal, State and Local
Invoices, .

Compiles infonmation and assists in the budget process,
Serves as Assislant Program Manager for the depatiment’s Drug Alcohol Prevention Program.
Serves as backup to Safety Officer, atlends meetings and provides input at Cuarterly Staff Meatings.

@ N m om

Assists in the preparation of the Annual Operating Report (AOR), System Safely Program Plan {S5PP),
Transporistion Disadvantaged Service Plan {TDSP), Cperalions Manual, Memorandum of Agreement
{MOA}, Brug and Alcehot Program plan, and confracts for the Trans# Deparment.

9. Participates in &l special events as assighed,
10. Serves as Emergency Management Dispatcher in accordance with ESF 1 functions and dulies as assigned.
1. Performs specialized and technical clerical and recordkeeping work with minimrin supervision.

12. I case of emergency or oiisis situation {hurricane, flood, etc.} position is required to respondfperforim
emetgency and recovery duties as assighed by immediate supervisor

13. Reglitar attendance.

[These essential job functions are not to be constived as a complet statoment of alf duties perfonned. Employees will
be required lo perform ofher job related marginal duties as required |

MIN{MUM QUALIFICATIONS:

HKNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of business English and spelling.

Knowledge of mathematics.

Knowledge of office practices and procedures. :
Ability to proficiently operate a personal computer, other office machines snd a bvo-way radio,
Ability fo communicate orally and in writing.

Knowledge of Excel, Microsoft Word, Qullook, Internet, WinTrip and Acoess comptiter software.
Knowkedge of routine maintenance of vehicles.

Knowiedge of county road system.

a * & & & & & =



Page 2

EDUCATION AND EXPERIENCE:
« Graduation from an accradited high school of possession of an acceptable equivalency diptomna.
«  Minimin one (1) year supervisory experience.
«  Minimum two {2} years general clerical exparience.

A comparable amaoent of lraining, educalion or experience may be substitided for the above minimumn quatificalions.]

LICENSES, CERTIFICATIONS OR REGISTRATIONS:
»  Valid Flosida Driver's License and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SKILLS:
»  Acceptable vision (wilh of without correction}
Acceptable hearing {with of without correchion)
Ability to access, input and retrieve informafion from a werd procossor or a comptiter,
Adility ko access file cabinets for filing and retnevat of data,
Adbility to sit at & desk and view a display screen for extended periods of time.
Ability b answer telephone and provide ibfermation 1o the public.

EMNVIRONMENTAL CONDITIONS:
+ Inside in an office environiment,

Reasonable accemmodation will be made For otherwise quatified Individuats with a disability.

FLSA Exempt Stafus

| Revisedwed 10/4/0910



Pay range 22

BOARD OF SUMTER COUNTY COMMISSIONERS
JOB DESCRIPTION

JOB TIiTLE: Pianner
DEPARTMENT: Pianning Services
DIISION: Pranning and Development

GENERAL DESCRIPTION:

Respansiblie professionat and lechnical position involving direct participation in the preparaiion of
planning studies and reports, and preparation and implemeniation of growth management measures
relative to transportation systems, land vse, population, lility systems, communty facilities, housing,
recrealion, enviranment, and other comimunity concerns. Considerable knowledge and judgment in
project-specific technical planning matters are exercised.

ESSENTIAL JOB FUNCTIONS:

1. Plans, develops and conducts special studies relative to land use. Researches andfor conducts
field surveysfinterviews to secure or verily needed planning data. Compiles and maintains current
datahase of statistical and planning data. Correlates a varialy of stalistical and planning data for
various pians, projects and programs. Analyzes planking data and projects development growth.

2. Prepares andfor reviews a variely of regulatory ordinances, reporis, maps, charts, graphs and other
media related ta county planning activities. :

3. Reviews, analyzes and obtains proper interpretation, where necessary, of the laws, rules and
regulations affecting planning functions.

4. Prepares ar amends comprehensive planning elements and land development codes based on
data analysis and applicable kaw.

[+

Assists in the review of development plans, plats, and site plans. Confers with planning and
buiding staff members, as well as other government agencies, private citizens and other
professionals in development matters,

8. Assists in the preparation of iand use confrols, regulations and ordinances that contorm with the
colinty's comprehensive plan and in the interpretation and implemeniation of such conltrols to effect
dovelopment consistency with the comprehensive plan.

7. Assists with coondinating county plans and programs with other intra-county depariments/divisions
and with other counties, gities, and regulatory agencies

‘8. Assists in providing public information for the preparation and promotion of county economic and
physical devetopment plans and programs.

8. Warks with other staff members and Counly and State agencies, boards and commiitees in
mnrdinating and implementing planning activities.

10. Presents recommendations on land use and zoning issues to the Zoning & Adjustment Board and
Board of County Comimissioners,

11. Regular attendancs.



Planner Pay Range 22

[Thesa assonlial job functions are nal to be constried 35 & complele staloment of alf dutfes performed, Em,r;fayees il B raguirad
lo norform olber job relafed marginsf dutiss &5 mguived. ]

MINHAUM GUALIFICATIONS:

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge of the principles, practices and technigues of land use development and public
planning,

Knowladge of laws and regulations retating fo planning ard land use and specific knowledge of
laws and regulalions refating fo work program areas.

Knowledge of statistics, graphs, and basic research methads employed in compiing, assmmiatmg
evaluating, and prasenting planning data,

Skitf in the operation of computers, including geographic information systems, and other office
machines

Abiliy to research, investigate, experiment, detect, inspect and verify compiex data and situations,
then recognize, analyze and recommend planning soiulions to growth management probless.
Ability to plan, priorilize and organize work assigned in the most effective and cost efficient manner
for tha duties invoived.

Ability to work independently or in cooperation with others.

Ability to establish and maintain an effective working retationship with the general public, public
officials, fellow employess and olhers,

Ahbifity to communicate clearly and succinctly, both orally and in writing, infermation, ideas, and
recommendations.

Abifity to develop land Use requlations and perform creative wriling tasks.

Abifity lo exercise initiative and independent judgment, interpret applicable regulations, and to work
wilh minimum supervision to accomplish assighed duties.

Ability to read and interpret [and, aerial and related planning maps and other documents.

EDUCATION AND EXPERIENCE:

8achelor's degree from an accredited four {4) year college or university in pianning or other refated
fields such as public administration, political science, economics, social scienice, environmental
sciences/studies, geography or statislics, with course work in land use or trban planning

A minimurmn of two (2} years of local goverrunent ar private sector fand usefurban planning
experience, including use of geographic information systems. ’

b comparsbie sreen of training and experierce may be substiteted for the minimum qualifications. ]

LICENSES, CERYIFICATIONS, OR REGISTRATIONS:

Walid Florida Driver's License and a driving recosd acceptable o msurance provider.
Certification by American [nstilute of Certified Planners preferred.

ESSENTIAL PHYSICAL SKILLS: -

Acceptable vision {with or without correction).

Acceptable hearing (with or without correction).

Abililty to communicate using speech, hearing, and vision skills.
Ability to work under stress with time constrainis.

Ability o operate a personal comguter.

ENVIRONMENTAL CONDITIONS:

' Frimarily works inside an office environment with intermiitent and owl of doars.

Reasonable accommedation will be made for ofherwise qualified individrals with a disability.



Flannsr Fay Range 22

Rev 1010

FLSA Exempt Status



BOARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Filanning Tacitnickan
ODEFARTMENT: Flanoing Sarvicas
BAISION: Flatining and Davatopitant
GENERAL DESCRIPTION:

Responsible pasition warking with the pablic dissaminaling infomaation concerning zoning, Band use, and
devclapriient review, processing applcations far land wusa and zoning changes and buiding permits in
dccordance with edopbed procedines, ordinances and cades.

ESSENTIAL JGB FUNCTIONS:

1. Must understand and stay curment with ke codes and ordinanoces refating te zoning snd fand wse,

plezdant B indergaverenenta coordination 2grecnsens.

2. Must have the ability io explain cleany and consisely nules and procedures relating bo soming el lard
use te the general public, coniractoss and property cwners.

A Accepts applications far wanlng changos and usa pormits, and buBiding penmits for the County and
analicahie dios ar interaepertienarztad S ki epprnents.- Roviews ks for
accuracy; explaing permil procedures, fees and dedenmines Mmissing documants: enters infoermmsbion
into the cemputerDivision's pertitting software progrant.

4, Wust ewes e atility bo readd site pians and fegat descriptions, o use a vaioly of maps and mag
scales, to iderprete map date, and convey thst information to the public.

At Mhust Biz abide to tndoract wath the pulic it person and an the islephonse politely and ofecivety. hust be
eehée B g b s BlEers docairients thal convey indaemalion choaily and profasslanatly.

&6, Explains and answers questions for devalopars, contrackors and hxme owners regarding applecation
praigass far abtbaindng tee penats aod ethar proceducs.

A7, As required, serves az secretary 1o the Zoning and Adjustrnent Board, creating agendas, Laking ansd
writing srindbes of ihe maeetings, and such other dukies. ts responsible for accuracy of sppicationa and
sUp g mEtedals.

T.8_Az required, aszaisis the Develepment Review Coordinalor in evaluating devebopment projeats angd In
prepading recemmondations and revicws and senes as Deyvelopment Revies Commitee secrafany.

3.9, Assists it mainkzining detailed counputerred records of depatment activities and adions of the
boards. Types memos, leters, reports, summares and stalisticat fisks, Operales compuber entering
and rebrining & varcty of data.  Assise-nwarkingiwilRLigizos G5 data and mapping.

10, Provides suppart and backup io Building Services Department,

11, &5 needed, processes sayiolf e ourchaging decomentalion for PEoniee Dogarbimont.

4083, Requiar atterdance.
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Planifng Technician

[Theze essenial fob Aatons 3 ol bo e ronsinad as 2 corpele slalement of al dities padformed. Crpkpees witl Be seduived
Fer parfaerse adfely jaf ¢efatad Marginal dLies ps mqsnecdf

MEMIMLEM CUAE IFICATIONS:
KMOWE EDGE, SKILLS AND ABILITES:

* Knomwedoe of geneal office procedunas.

v Knowdeds of sonslruction, 7egl estate, planning, s rooisng keminobagy and docunsents.

v Knowdedue of Rlephone ebguesite.

*  Knowdedope af o uses of @ computer and equipment.

« SHEl in byging, Tiling st reconds reseanch Eechninues.

« Skl in operating offios couipment.

+ Abily le-ga-kKnosdedge of the codes and ordirsdces mlatodisg 1o he laad use, zoning, deveiogren
review and bufiding penmd process-and building inspeobieis,

= Aibifety o wiork effectively with the publi.

= Ahility 4o corremenlcate In writing and oralty.

= Ahility {9 wiork orsbed pressuee and meet deadiines.

= Ahily 1o fofloey arad and weilten inslrociions.

= Abikly o fodlow rough on designated tasks.

= Anily 1o access, Inpad ard moetieve information from a corepisee.

ERUCATION AND EXPERIENCE:

Sradualion fram s seekied high school or possession of an soceqptable equivakeney diplona.
T §2) years experienge it responaible offtce work; construclion o resl eckabe related wark grefamed.

[ 1=aprensatibe anteanl af taining, adusalion or capepencs ey be subizlilubed for e abowe minlmum qualifsaions.]

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

Valld Florda Driver's License and a dijvirg recerd acocptable 1o insurance provider,

ESSEMTIAL PHYSICAL SRALLS:

Avceptadis vision fwith orwathout correction
Avcepkabie tearing fwth or without correction)

wAibilihy to typme-e-Swardiper minute aocurately.

Ability to acoess fle cabinats for fling and retrieval of dala,

Abiliky Ep coamresreiczle usieg spooch, hearng and visian skils.

Ability fe 5it a8 a desk and view a disofay screen for extendet padds of tine.
fibility En enter dals indao 3 caraputer.

ENVIRONMENTAL CONDITIONS:
a_ Primady works ingide in ar offige aoyirane ek, with imited otside dities.

sk lasidenan office environment:

Reasonable accommeodation wilt e made for otherwise gquatificd individuats with a disabiiity.

- —_—._"[ FMIMHE&:..QI&_E_Q_U_#__MWM 3
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% Formisliel: folels and Rionbering




Plamring Techiician

FLSA Mon-Ceengd Stakss

Redewed 10417108




BOARD OF SUMTER COUNTY COMMISSIONERS
JOB DESCRIPTION

JOB TITLE: Procurement Coordinator
DEPARTMENT: Financiai Sarvices Department
DIVISION: Support Services

GENERAL DESCRIPTION:

Highly responsible administrative position involved in the coordinalion, development, implementation and
maintenancs of budgeting, purchasing, grants and agreements functions. This position requires
wudgment, confidentiality, excellent communication and organizational skills. The position works closely
with Human Resources, Couniy Finance, and other county depariments.

ESSENTIAL JOB FUNCTIONS:

1.

1.

Assist in providing various financial analysis, reports, forecasts, evaluation of budget estimates
and justfication statements, to aid in long range planning. Petforms in-depth review, siudy, and
analysis according to direction. Conduct research, compite facts, analyze data, develop
recommendations, observations or suminaries and submit written and orat repoits as directed.

Performs a variely of financiat and accounting assignments of complexity and difficuity from
inception of demand through compietion with kltle or no supervision.

Coordinates developing, implementing and maintaining deparimental goals, objectives, palicies,
and procedures.

Serves in an advisory capacity o assist departments in implementation and compliance with
established budget and purchasing poficies and procedures.

Manages the RFP process ko include directing and coordinating at phases of the process.
Madifies and finalizes spesificalions for bid document incorperation, coordinates public bid
openings; tabulates and analyzes bids, review bids with depariment personns] to determine the
recommendation of the most reasonable and responsive bidder ko tha Sunter County Board of
Counly Commissionars.

Assists in preparation and delivery of oral and written presentations o the County staff and other
groups as diracted.

Responsibie for the administration, facilitation and maintenance of grants and contracts for al
divisions under the Sumter County Board of Counly Commissioners and select grants under non-
BOCC agencies such as the Sheriff's Depariment and the Tourist Development Council.

Fitls in for the Impact Fees and Assessments Coordinator when necessary.

wWhen directed, supervises the Financial Services Departinent in the absence of the Department.

i1 case of emergency or crisis situation (hurricane, flood, etc.} position is required to
respendiperform recovery duties as assigned by immadiate supervisor.



Procurameant Coordinator

11. Assist with the administrative functions of the Tourist Development Council including providing the

noticing, minutes and grant review.

12. Regular altendance,

{These essenlial lof Amclons are Rof (o be eonsirued a5 8 complete staternent of 8 dities pedored, Emplayeas will be raquinnd
o perfoven olfier Jolr retaiod warginal dufics a8 requested.)

MINIUM QUALIFICATIONS:

KNOWLEDGE, SKILLS AND ABILITIES:

Knowiedge of the rules, regulations and procedures of the assighed unit.

Abifity to read andfor prepare a variety of forms and documents including budget requests, varous
budget-related reparls, efe., using proper format,

Ability to wilize mathemalical formulas; 1o add, subtract, multiply and divide numbers; o determine
percentages and decimals, o analyze statistical data.

Abifity to commenicate effectively both verbafly and in writing

Abifity to estabiish and maintain good working refationships with gavernument officials, division
directors, departmant heads, amployess, business professionals and the general public.

Ahility to review, ciassify, catenorize, prieritize, andfor analyze data andfor informalion.

Ahility to interpret instructions furnished in written, oral, diagrarmatic, or schedute form,

Ahility to exercise independent judgment, decisivensss and creafivity to adopt or modify methods and
standards to meet variations in assigned objectives. _

Ability jo access, input, and retrieve information from a computer using Microsoft Word and Excel and

" other programs used for financiat sepvices.

Abilily to utilize a wice variety of reference, descriptive, andfor advisory dala and information.
Adbifity to be instructed.

EDUCATION AND EKF‘ERIENCE:

Graduation from an aceredited high school or possession of an acceptable squivalency diptoma.

Associate's degree from an accredited college or university.

Four (4} years of related experience in progressively responsible work, preferable in government.

A compazable amount of training, edecation or experience may be substituled for the above iz gualifications.}

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

Valid Florida Briver's License and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SHILLS:

4 4 & & B »

Acceptable visionh fwith or without correction).

Acceptable hearing fwith or without correction).

Ahiiity to operale a computer.

Ability to access file cabinets for filing and retrieval of data,

Ability to =it at a desk and view a display screen for extended periods of time.

Ability to answer telephione and provide information.



FProcurement Coordinator

ENVIRONMENTAL CONDITIONS:

~» . Inside office environment.
»  Works closely with others.

Reasonable accommaodation will he made for otherwise qualified individuals with a disability.

FLSA Exempt Stalus

Reviewed 1010172010



BOARD OF SUMTER COUNTY COMMISSIGNERS
JOB DESCRIPTION

JOB THLE: Project Manager

DEPARTMENT: County AdministrationFacllities Devalaopment and Mainfenance

DIVISICHN: Coimty AdministratorSupport Services

GENERAL DESCRIPTION:

Highly responsible professional, supervisory, and techrical work in effectively direcling and coordinating

bullding canstruction and renovation of County Buildings.
construction and contract compliancs,

This position is responsible for montoring
Supervises aclivilies of staff engaged in construction, renovation,

and maintenance of County buildings.

ESSENTIAL JOB FUNCTIONS:

1.

10.

11.

Warks directly with outside contractars including, but not imited tor architects, engineers, contractors,
construction trades, and specialists, Reviows studies, checks prefiminary and finat designs. Actsas
fiaison belwean the contractor and County,

Coordinates the pianning, design, permitiing, construction, and renovations of Counly Buildings and
projects. Reviews plans and construction documents during design development. Coordinates
hidding requirements and participates in bid reviews and recommendations.

Conrdinates with Architects and Enginears fo develop design solutions to resolve outstanding projact
related issues. Reviews all drawmgs and specifications to determine compliance with project retated
isstes,

Conrdinates with Contractors and Sub-contractors to implement constructten actvities 1o resolve
autstanding profect related issues. Monitor construction activities to ensure compliance with design
documents Le., drawings and specifications. Provide field reponts and photographs. Deveiop and
maintain constrection schadules, Review applications for payments and issus racormendations.

Tracks the progress of conslruetion projecks by visiiing construction projecks at frequient intervals 1o
assure that plans, spacificalions, codes, and reguiations are being observed and followed, For
projects behind schedule, plan of action will be devised and recommended for implementation.

Ensures that actual and pehding expendifures do not exceed the budget. Reports to the County
Administrator/Board on a regular basés.

Interface project related issues between BOCC depariments, Le., Building Deparkment and Fire
Services Depardment to ensure code compliance and permifting requirements.

iManages the process of project closeout, and acceptance of buildings info County ownership.
Maintains all project warranties and required inspections for the term of those contracts.

Investigates reports of faulty workmanship or malerials in new construction, renovations, and
maittenance; takes appropriate action under the terms of warranties and guarantees

Addresses safety issuas and insures that concems are communicated and resc-lued in a timely and
efficient manner.

Reviews and approves ak pay applications for bu:idmg project engineers, consuliants, designers, and
contractors,



Froject Manager

12. Supervises the Fachities Maintenance Department. Prepares and monitors annuat budget for County
building operations. Respansible for conlract compliance for contracts invelving County Butidings.

13. In case of emergency ar crisis situation (hurrcane, food, etc.) posifion is reguired to respondfperform
emergency and recovery duties as assigned by inmediate supervisor. .

14. Reguiar attendance.

[Those ezsenfial job funclions arg Aol o b construed as a cmp.lete sfatement of al dudiss perfonmed.  Empimoes Wil De rogoiced to
perarm offter job refated manpngl ditios as requiredj

MINIMUM QUALIFICATIONS:

KNOWLEDGE, SKiL{S AND ABILITIES:

« Hpowledge of site, architectural, building, mechanical, and electrical pians and specificalions,

contract compliance, building trades, construclion schedules, and constructon/renovation estimating.

¥nowledge of a8 applicable codes at Counly, Siate, and Federal levels.

Knowladge of building construction principies and practices

Knowledga of the methods, technigues, tools and materials used in the bailding trades.

Knowledge of the occupational hazards associated with varicus trades work and the pertinent safety

precautions.

» Ability o review and comprehend site ptans and building plans, and o relate those documents to on-
site construclion activities,

«  Abifity to inspect structures in the process of being conshructed to detarming adherence o
specifications and ordinances.

«  Abifity to communicate both orally and in wriling,

s Ability to provide clear, verbal and written instructions and reports.

= - Ability to establish and maintain effective working relations with contractors, vendaors, Gounly
employees, and the public,

» Proficient in compuleter skifls using Microsolt Word and Excel programs

v Ability to read and interpret skelches and blueprints.

EDUCATION AND EXPERIENCE:

» Bachelor's degree in Constiuction Engineering, Consiruction Management, Building Construction,
or refated field is preferred, but equivalent fisld experience may be substituted.

# Five {5} years experience in building construction of karge comimercial or industial projects. On-site
axparience in supervising commercial, industrial, or public projects, :nciudmg permitiing, construction
scheduting, site development and building construction.

{A comparable amount of teaining, educalion or experlence may ba substitutad for the above minimusm qualifications. )

LICENSES, CERTIFICATIONS CR REGISTRATIONS:

« Valid Florida Priver's License and a driving record acceptable to insurance provider.

ESSENTIAL PHYSICAL SKILLS:

Acceptable vigion (with or withoit correction)
Acceptable hearing (with or wilhout correction}
Heavy lifting and carrying (over 100 s}
Feaching '

Climbing

Walking

Standing

# & 4 4 & 4 &



Projact Manager

»  Stooping
»  Driving
= Sitting

ENVIRONMENTAL CONDITIONS:

= Works inside and outside with: solvents, electrical energy, uneven surfaces, in and with moving
chiects and equipment, heights.

Reasonable accommaodation wilf he made for otherwise aualified Individuals with a disability.

FLSA Exempt Stalus

Reviewed 101110



BOART OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
JOB TITLE: Senfar Programmer Analyst Coordinator
DEPARTMENT: lerformation Technology
D ISI0MN: Flanning & Develppmant .

GENERAL DESCRIPTION:

Advanced technical work Implemending and mafntaining department-specific software laohinologies
thiough desiqn, syslems analysis, and programming. This job includes & fulf range of problam
rosclution and technical support services to infernal and axernal customers and codrdinating vendor
oiiacts for support of activities for department-speciic information technology.  Provides
recermendations, and suppari to department management and staff regarding software innovations
as well as assist with long-range technoiogy lanning, design, and implementation of IF software
operating plans.  Adminisirates and maintaing complex sofiware.  Provide profossional guidance to
sipparing vandors as raguined.

ESSENTIAL JOB FUNCTIGNS:

1. {lesigns and de#elupa compUutar progeams thal actomale specific business procassas. Tosts,
enaintains, and modifies infernat and third party software.

2. ffakes logical and physicsd changes fo compuiar databasesischemas and applcation
QrOgQTants.

3. Doesigns, models, documents, consteucts, and exacutes data conversions and mlgrations
1eilizing departments dafa warshouses and software lools and thind pardy soitware. Creates
and exacles sl plans to insure high qualty systems,

4. Recominends purchase of computers, periphersl eguipment, and snﬁwam and coordinales &
phan for application sofiwans updades and upgrades.

Troubleshoots interaal and thied party bug fixes and echancament request.

[43]

6. Pesigns and admimisters weh pages for the Board's site.

7. Coaordinates technology adiministration batwean dopartments and vendors, intluding he
croalion and adminisiration of procedures govarning the use of County owned and shared
soflware assols.

B Sarves as a laison botween deparments and 1T Progranumning condragiual sendoes.

8. Hfeviews 3" party plans and craatos updated plans. Hentifying proposed snftwam systam
changesfupgrades and maintaing ralatod docurmentabion.

10, Consults with management and users W datenning sottware needs and presents solations fo
nlghagarmaent.

11, Assists with imphamentation of new software solutions and plans.

- -[ Delete.d'.. $upp-nrt Sarvices



Senier Programinar Anadyst Coordinator

12, Forecasts progeains costs and expenses for the purpose of prepaning annus! and long-term
budget proposals. Assisls in preparing dopariment's annual software budget,

13. installs and maintains vendor related sofwara, including such tashs a8 oranizing and
conbauring related resources and managing in-housa and vendor relfated soflware Tssies,

14. Ensures integration of curment and p.lanned autermation systams, ensuring interface and
integratian with vendors, and partners where applicable.

15. Assist with evaluation and procerament of 3 party software profassion sanvices and
Cotracis.

16, Ragutar altendance.

[Thase exgendsl ab factions arm i e be corsbed &3 & compale slatanant of 38 dutles podforred. CRlpGrees Wi be
required b9 panGir olar fob refalad maninal dutes as g, ]

MINIMLM Giiad IFICATIONS:
KNOWLEDGE, SKILLS AND ABILITIES:

Considerabla knewletge of programming languages usad by the organization and the SDLC

Considarable knowledge of the saes of compitars, related kardware and office eouiginent.

Knowladge and use of personal complelar archifectune and networking.

Knowledge and use of the M5 Windows G5 and Microsofl Server Progaants.,

Ability fo visuzlize and document da flow of data through the system and deal with absiractions

in arder to develop a sequence of operations fo sobve dats processing tasks.

Adility lo read and inferprat aporating manials.

«  Ability 1o maintain effective waorking relationships with deparimeni dirctors, county employess,
goveinment agennies, and the general public.

»  Abilily to pregara aind maintain accurate reconds, document activitios and submit project repots,

»  Ability fo undaratand and follow aral and writlen irstructions, and to communicate, both orally
and i wrifing, in 2 clear, concise and accurale manner. :

»  Ahility o work under pressige and iead daadlinos.

»  Ahilily o folow throwgh on desighaten tasks.

4 4 & % &

*

EQUCATION AND EXPERIENGCE:

+  Associate of Science degree in Compliler Scignoa of a directy related feld,
«  Five {5} years of programining exparianca.

(A enrmpareble amaunt of fraining, educitikn o egackedcs may ba considezad for o above minimewn quakicafions.)
LICENSES, CERTIFICATIONS OR REGISTRATIONS.

+  Valid Florids Deiver's Licanzo and 2 driving recond acceptaile i insuranco provider.

ESEENTIAL PHYSICAL SKILLS:

Accepiable vision (with o¢ without cormactian}

Accoptable hearing fwith or withold correction)

Wust be able b il medium woights (up to 45 pounds)

Must be able W band and squat

Must be able W sit and viow competer display screens for exiended poriosds of time

LI I B



Jemior Programmer Analyst Coonlinator

ENVIRONMENTAL CONDITIONS:

«  Primarily works inside i an office emanonement, with finited oulside detias.

Reasonzhle secommodation will be made Tor otherwlse qualified individuals with a disability.

FL3A Mon-Exempt Status
Reviewad tQ/01H40



BOARD OF SUMTER COUNTY COMBESSIONERS

JOB DESCRIPTION
JOE 'II'.I'LE: Techrtleal Barvices Asslstant
DEPARTMENT: Library Sorvicos
DIVESION: Commnity Services

GENERAL DESCRIPTION:

Perfams technical compubes entry Feslticling rautine and difficult calalaging, copy cataioging s
reclassification of ail Kbrary matedals in alf formaia {print ant noniot} using MARC fomals, AACRZ,
Dewey, and Libcary of Congress Subiect Headings i a network web-odeniad eovironment. Assists with
coordinadion of centralized pundasing of olfee and operating suppties for sl Rhrasies wathirs the Syster.

ESSENTIAL JOB FUNCTHING:

i. Posforms routine, difficult snd complex catalugiog aod eedassification of 21 Ebrary materials,
irechedineg reginak cataloging.

2. Purdorns copy cataloging of afl print eqed nap-prént resledals.

stalisfical data.

4. Azsists in mainkaining the onbing catalag theough correctionseevisions, os well-as-usdates and
LipibeEtas -

. Assisks with the centrafized purchasing zad processing of ol matersls, office snd eperating sipplles
far the Library Systersirdid-ausH et hbeie

t

6. Assisiz with distibution of dally | manthly, and annusl reports to mene-iGekestor e b by

Systea.
7. [ case of emerqeny 41 sk sthslion {htervicane, flood. ete.} positon is pequeired b porkco bl

raagemible duties as assigned by inmediate shperdsor
T.&. Reqular attendance,

(These mxsevifial fals fwlclioes g ot (3 0e constred 35 & complel stefement of m didies prvfoensd. Exiployees will be repred
o penform iher fob celiled duebss as aesipmadf

T MERLERA CILLALIED i

+  Knowledge of cataloging principles and procedures including AACRZ (Aagio-American Cataloging
Rules, Hevised), Pewey Dodmal Classification, Library of Congress Subject Headings, MARS
formats (Machine Readable Calaiuging), Catatoging of print and non panl matessls.

Knowlodge in application of technalogy to bechnical servleas.

Addlly to use computer 2nd network applications in brades.

Addllily o uso an onfine cataloging sysiedm,

Adlily to Use nedwork applications in lbrarkes. .

Abilily tor weork, onperatively with diverse staff in branch and member liErades.




Technicat Services Assisiant

+  Abdlity to work with snd communicate offectively with general publc and vendars or other business
profosstonals by felephione gk It porson.

»  Abilily bn comemunicate both arally and In witing, and to LII'HiE".FStﬂl‘Id and cary ot oral and writien
directons,

»  Ability Fo wiitize bach aned deal effectively with the gengad public, libeary staft and superviaory
parsonne under difficull or stresstul situations.

s Abllity o priorilize, organize, exercise Inttiative, independent judgment and to waak with only
maderata suparvision ko sooomplish asslgned dulles in @ very fast paced envirgranant.

EDUCATION AND EXFPERIENGE:

+  Graduation fror i aconedited high school or pusaesslnn of an aceeptabte equivalency dipbamas,
+  Assoniales [egee prefemed
+  0One (1) year expanicncs with a library consoriiere o cooporatie library services.

LA counparatde amount of Eaining. concighe o expeinca gy ba consdored for the abive mikknwsn qﬁsﬁncmm.j

LICENSES, CERTIFICATIONS OR REGISTRATIONS:
«  vatid Finrlda Driver's License and & driving racord acceptahle to insurance provider.

ESSENTIAL PHYSICAL SKILLS:

Acceptabiie vislon (with or without correction)

Aocepiablke hoaring fwith or withoul coreciion)

West be able bo camy 30 ibs.

Must be able k bend and squat.

fust be sble bo sit and views computer display ﬁ}r axtonded perods of ime.

a1 ¥ B

ENVIRONMENTAL CONDITIONS;

»  Primarily woecks inzida in an office environmerst, with Hnsifed autsile dutes.

Reasonabls aceommodation will be matle for otherwise qualificd individeals with a disability.

| Revised {010

FESA Mon-Exampt Status




BOARD OF SUMTER C-GUNT"I' COMMISSIONERS

JOB DESCRIPTION
JO8 THLE; Tachnical Services Coordinator
BEPARTMENT: Library Services
DIVESION: Communily Saervicos

GENERAL DESCRIPTION:

| Fhis-positicn is iHesponsbla far the technical senices cperations of Lbeary Services to accomplish the
catainging, processing and distibution of 2l materiats for the liorary system. [Eedtly supendzes technical
senvioas suppan staf Serves as aubormaisd systems sepport coordinator | snd works dhrectly wib
| information Fechnatoqy.e-repternent the Technolouy Pl fr b ibrary-Seedess:

ESSENTIAL JOB FUNCTIONS:

1. Develons, processes and implemants acivilics related to technical services, lnciliding cataloging
and reclassification, receipt, processing ard distdbution of alf liorary materals, hakds gned
et lfrazy baans; and alf related funclions,

2. Cwarsces enhancement of brasy calaloging practioes and procedures.

1. Responsible for ackievingtha-best possible useeificiency of the integrated [Library eSysten:
mairtains authority records, quality canlrol of online calalog data input, and coreclisis-and
undatesravislons and ungrodos 1o the datebsse, Performs automated systam troubbe-shonting
peocedures. Funchions &s Ealson with the vendor bor the ogtimusn ¢peration of the Tntegrated Eibracy
systaem.

4 Besponsible for develeplag-and-implomciting circulstion procadures-aegdensedsg that sl fbrary
ciroutationpractices are in aligmeesitsdeptad-policios and provedures.

5.4 Assistis the Library Services Manages in the devefopment and managersent of the department’s
Technalogy Parn.

| B.5.Teains, supervises and evaluates the Technical Services suppod staff,

7 6. Trains alt Library Soevices staff and volunteers on the vse of the iEntograted ILibrary sSystemn for
circadation functions. -

| &7 Assisls with speciic aspects of ibrary acquisitions,

| 9.8 Preparas decumentation and repors,

4. In cose of cmergency g cisis sluatian humicane, lood. efc.} posilinr is reguieed I pofonm
reasongik dules @5 assigned by immediate supeisne

16 Regular attendance.

[Thesa esseatial fmh furlelides $re nof it a8 construad a5 a compichz fzfement of 3 dues perdoined. EMpioysas will be mgieed
o prrfary b job refater snaging) dtlas a5 repsme ]

E
B HIMURE DAL TFTC AT EONS:

: Fnrmalted Bu'i‘nelﬁ and Nunmarnm N

Furmattzd Bu]k:rs and Nunﬁmm




Techeicat Services Coordinator

KNOWLEDGE, SKI.LS AND ABILITIES:

e Kaowledge of tlechnicsl servicos program development and Enplementation, including catainglng
principles and procedures.

¥nowledge of principies, theores and concepts of ibrary science.

Knowiedge of cantemporany concepls and pénciples of kbrany technicat service practices.

Ability to plan, direct and train staff in the work of lechndsaliibrary aervicas.

Knowiedge in sppdication of technotogy to ledhnlcal sorvices.

Ability to use an online catzloging systee

Krawfedge it compueter skifls; automation syatems; e Intemet; and software applcalions.
Ability to commmunivate alfectively, Both orally and in witing, and to understand issues and camy oul
orat and written directions.,
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«  Abifily bo maintain fizcal and wireinkstrative roconds and 40 prepane repots.
»  ARifily 10 peiodtize, organize, exercise iniltative, meet deadlinas, el vk offoctively under Bmilad
superviaion in a fask-paced environment,

EDLCATION AND EXPFERIENCE:
v AlAaccredited MLS degree oF any combioaabien of sourse work in Berany scienca or closely
related field;
o | iheary and supervisory expedensea, ar toaining that equats three {3} yoars within the st five {5)
YEIrY,

+ Experience j eataloging and use of an integrated library system ig reguined,

LA cempaianla amowat of IRining, edecaliog or expedants may be conskdered o Hie Stave manlmaen galificadans]

LICENSES, CERTIFICATIONS OR REGISTRATIONS:

*  Walid Florida drivers licensa and a daving record scoepiablie to insurance provider,
ESSENTIAL PHYSICAL SKIH1S:

Accaprable vision {with or witholet caereclon).
Accopiabte hearing (with or withaul cotmection}.
Madaeata pushing, [#ing and carylog fep te 50 pounds},
Readhing -

Wialkireg

Standing

Sitling

Kneeling

Bending

Stnoping

Crouching

Aty to sit al & desk wnd view a display screen for extended peiods of time,

EMVIRONMENTAL COMNDITORS:

v Primaiily works ingide in a chimate eontralicd cnvironmend; tovel o oo locations severs) times &
wreek. .

& & m & 4 & 4 & & F ¥ B

Rensanable accomnodation will be made for othorwise qualified indlviduals with a disabifily.

Effactive 1AM

FiSa Exermpl Shatus




Technleal Services Coardinatar
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BOARD OF SUMTER COUNTY COMBMISSIONERS

JOB DESCRIPTION
JOB THLE: Technlcat Services Support Technician
OEF MENT: Libwrary Senvices
EVISION: Commuanity Services

GEMERAE DESCRIPTION:

Advancad clerical wark that i peckraed ) acoardance with prescribed and well estabilished procedirns in
the Technicat Sorvicas processing area of { drany Savicas,

ESSENTIAL JOB FLNCTIONS:

1. Hecoives and pm-processes fibrary materals ordecs in prepacian f cataloging ansa.

2. Cmnpictes postprocessing and distritution of fibrary matonizls reccbeedd o cataloging area.

XSt tiles sradied pAsfoem-fes matciots and docurnents sich as wrret~|mudem=e—ﬂe~pﬂﬁs—ﬂumhﬂs& ' i Fnrmatted: Bullm and rﬁ:mx.nru H
ardere, stafstical records. mnd otherreesd-aeading 1o numbas, name, alphabet, imolees-amd-group : Lo O o
ende angliar alhoeprasedibad-pracadures.

4.3, Mainkains records, statisticat data, and reports a3 assigned by Technical Sevices Coordinatos. - tq_l_l_r_}_at_te;d.:.ﬁdlleﬂsm Himbearing _;

Shecesaes, inpts, anil retisvas-klorastion-fear-a-aampLiter. Nputs valious dab-ste-cnpulardeing - - - -[ Farnratted: Suifcls ik Nunbarg ]
ward- proceesing based soflwprsrmse-Biran-Depsscs-raioiaie dalabase. S .- D

6.4 Gives Frovidag infommstion i parsan or by telophone to staff and the gublic, spplying knevdodge of - 4+ - [ Fm_r_l'-_'_-?_l.:t;d;ﬂ#‘els and Nuimberir ]

neles, reguelations and procedures of the Lbrary Scrices Department. Processes rcmming and
crlpgonirsg malk.

8. Inrnso of escracney o oksis siluation iberdrana, food, cbe.) posilion i equined i perdonm
rexsonpdte dulics o5 assigned by immediale suneevigar,

e ghines s1mch as adiding reachiseghex-eaplereand oihor gonceal offics wschines with + - - J Fonatted:

qiech srctirasy-As-ean-be aogired o their uzs on e je

B3 Benular atiendance. ' -

{Fhese exsonbialjioh funchioes e ool o Be consiued 3s @ commede statarmant of ol telfes pesfarried, Erghopess il 0a fequred fo
i atiar jnk retafed dofes as soalyosed.f

PELNIAEEIN AL IFICATEONS:
HNOWLEDGE, SKILLS AND ABWLITIES:

#nowledne of bsinass English, spallng, and basic mathemaiics,

Skl in daty entry acik sproadshocts,

Mbility 40 arganize and prioritice wark.

Mbility to use computer poed Rtk applicatians.

Ability to actess, input, and retieve BforoaEen fatn 8 wort processcr or computer.
whbility te-aaeans fie cobineds for flkig srdreveaefdala-

" F 7 ¥ %

bl '[“I-'.mmal,tad: Bulets and Murmbesing .

: [Fuf_r}'ﬁ:-'lw: Rullets and Numbering ]




Technical Senices Support Technicizn
«  Ability bo anwswer telephorsy and prevdda IRfsemation ta the public amd Bbrary siadt.
«  Abiliby to effecively vaxk and camaunicats with diverse staff, pubfic, and vendaors.
EDUCATION ANE EXPERIBNCE:

+«  raduation fram an a;::u'editer.i haitghe sehegol gF possassien of an acoeptable equivalency Gploma.
+  {One {1) y2ar of genesal clercal expenencs,

A conmyraralde sinawat of ainlg, educaton o axperiance may ba subs#iacd for the abaove minkniun queelifEions}

LICENSES, CERTIFICATIONS OR REGISTRATIONS:
« Valid Florfda Driver's License and 8 driving reosad acoeptabée 1o Insterance provider.

ESSENTIAL PHYSICAL SKI[3:

Acceptante vision fwih or without comeciion)

Acceptabie heanng {with or withow comeclion}

Ahility b communiczte using speech, viskon and headng skills.,

Abdliey to 2it at & desk and view a display screen for exiended perioads of Hrre.
Abriliey b frend, squat, walk, siand, kneel, stoep, reach, push and piel,
Maderatn lHting and camying up be 50 poends.

ENYIRONMENTAL CONTHTIONS:

»  Primarely works inside in an office emvironenent, with limded ootside dulies.

& & 4 w 4 4

Reazonahle accommodation will e mads for atherwles gualiflad ndbddasals with a disahility.

FLSA Nonr-Exempt Stahes




EQARD OF SUMTER COUNTY COMMISSIONERS

JOB DESCRIPTION
208 TiFLE: Youth Services Coordinator
DEPARTMENT: Libq‘.élr)r Sayyines
DRSION: Continunttly Sasvices

GENERAL DESCRIPTION:

This position s rResponsitie for planning. coordinating, and directing- implartenting prograrns of scogco
to childrea and thaer fEmilos; provddos sepperd o ose saeking with yolely devetops and proposes
Senvice programming, policies and procedueres; menitors the guality and effectiveness of existing
pregrams and peaclices; and mainiains close cortact with ali Semtter County Librany Syster (SCLS) stadf
involred with children's coltocfions and sonvicas ie onsint admbdstration of goabity seice.

ESSENTIAL JOB FUNCTIONS:

1. Supervises pue-fme sfettibraiy auaistanks, veluntesrs and program workers involved in ¥ outh
Sensces, Provides general informaticon, advice, suppord, iraining and dovefapment o bl staff s
S-S Sibradasworking with yowth acd hoir 2ailies toonsure e adriolstraiben of gueedily
services.

2. Oowvelops, propasas and englaments aciivitles refated 10 yooth semvices, [aloding materizls
selockion and cofleciion develogenent, pokcies snd procedures, Suinmer Reading Frogrem and
ather special programs, Prepares relaled progress reparts, compiles, tabulales, analyzes
statistics, and subimils recommendations o the Libiany Servicas !'.-'Ianager fent reeaer zereck reyisesd
e tteraens G Service,

3 Examings, marprots and anticipaios commonlly nocds s wae-wHb S CEE- bt {ieve!:}p
mllectluns parggsaarks wnk services for Be youth poplasion,

4. Fromoles and publicizes 2ob&programs amd ovents fae chiklren and thedr Tamdlies; consull wilh
staff w-ss-israres-on effective promofional aciivites, and coordinate ihe representation of
SCLS at events for children and famities.

Aitivily pursies funding opporunities Eor libzary youlh services, and assisks in the application
and adminestralion of granis te support special pEﬁjEC‘tS o prageants for tho Lirary Sondoos
Dieparenant.

=

6. Assists in developbeg he Edrany Sontcos Dopartment budgel 2o exparbitues of fierdls o yauth
soryicas,

. b ense of emceqency ar cfisis siemiion (hogfcana, flood, ate.) positon 3a regudred fo pedfarm - —jrg;mm Bufiats aad rqumbefm _]
reasrerisble liss s ssivresd By b eediale suge nesar, Ry C .

. Regudar aliendanco.

[These esseatial fob fmclines s naf & be constrtied a5 2 consdete stalenment of Al dubies perfamied. Enpdoyess til b8 roquired ta P AEERE 2 Lo
Frarfarm olher kih relaiad mhargiaal dulies 23 raquired.] . Ll

IEEEMREINE CEUIALIFSCATEOMS:
HHOWLEDGE, SKILLE AND ADILITIES:



Yoels Services Covrdinslue

«  Knowledge of chidren's services program developmaont and impktementation, incistling matadals
selecion, coflection doevelopmat and public reesds.

»  Knowiedge of princlples, heaies and concepts of fieary science.,

»  Oaslg knowledge of coptemtporany cenoepis and pandiples of Borany youth senvices practices,
incliding ermergent snd family lileracy.

*  Knowiedge in computer skills, automalion systems, and the Intomet.

*  Enowiedge of eary chiidhood development, including iangquage and krain dovelapron.

*  Ability to organize werk, set prianties, osc time effectively, wark [ndependertly, wonk walt ongher

pressian, and meet deadiioes,

Fitility to cffoclivaly eommdnicate erally sk in wreting.

Aldlity ter plae, divec? and conrdinate e work of slali and volunfeers.

Adiliy o saava the plblic wilb fiendiness, o, snd dipiomacy.

Aty o rozlokzln Bsosl aod aduinistsalive recerds and ko prepare reports.

EDUCATION AND EXPERIENCE:
| v ALA-acemdited MUS degese OFwr sny cambinalion of course work in library science or cosely
related fiekd;
«  Library and superisony exgarience; o training that equals threo (37 yoars withie e Tasd fove (5)
years.

+  Expercnce waorking wilh childien aod conducting programening is cequired,

A cenjamalde amoun| of irEning, cducation o axporiencs may ba substduied for the sove mInkIE Guelifcallars.
LICENSES, CERTIFICATIONS, OR REGIETRATIONS:
+  Malit Flouiila Oriver's license and @ diving record acceplable to insurance provider.

ESSENTIAL PHYSICAL SKILLE

Armogtabie vislon foathe o withouk cometdion)
Arseyrtabite hesaing {wilh or without correckien)
herderate pushing, lifing 2nd camying fue o 50 pounds}
Heaching

Wiadhiry

Standing

Sittng

Kneeling

Bending

Stooping

Crouching

Moty ta st ak 8 desk ared vieee 2 display soreen for extended periods of me,
Wy waek i an ares avcesyible only by siairs

ENVIRGHMENTAL CORDITIONS

v Peimarily works in a climate controled environment; travet to olher locoions several fmes a wock.

FESA Exemipt Status

| Reviewedsad 10FLA21G




